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ADMINISTRATION  AND  PROTECTION 


FOREST  SERVICE 

U.  S.  DEPARTMENT  OF  AGRICULTURE 


October  20,  1923. 


UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 
FOREST  SERVICE 
WASHINGTON 


October  20,  1923. 

The  new  administration  and  protection  section  of  the 
Mp.tir)naT  Forest  Manroal  has  been  approved  by  the  Secretary  of 
Agri cult-ore . It  is  issued  in  mimeographed  form  in  order  to 
avoid  the  delay  involved  in  sec-uring  a printed  edition. 

These  instructions  supersede  all  previous  instructions 
for  like  p-orposes,  and  are  in  effect  from  this  date.  It  is 
required  that  Forest  officers  familiarize  themselves  with  the 
National  Forest  I'fe.nual  and  with  the  regulations  of  the  Depart- 
ment of  Agriculture  to  which  the  National  Forest  Man-oal  is 
supplemental . 

Throughout  this  section  of  the  IVian-ual  the  verb  ’’will" 
is  used  to  convey  mandatory  instructions.  "Should"  and  similar 
expressions  are  used  in  connection  with  instructions  which  are 
not  mandatory  but  which  express  what  is  retried  as  the  best 
practice . 

W,  B.  GREELEY 

Fore  ster . 
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The  National  Forests 


^lajor  Purpose 


National  Forests  have  for  their  objects  to  insure  a perpetu- 
al supply  of  timber,  to  preserve  the  forest  cover  which  regulates 
the  flow  of  streams,  and  to  provide  for  the  use  of  all  resources 
which  the  Forests  contain,  in  the  ways  which  will  make  them  of 
largest  service.  Largest  service  means  greatest  good  to  the  great- 
est number  in  the  long  run.  It  means  conservation  through  use, 
with  full  recognition  of  all  existing  individual  rights  and  with 
recognition  also  that  beneficial  use  must  be  use  by  individua-ls; 
but  without  the  sacrifice  of  a greater  total  of  public  benefit  to 
a less.  In  other  words,  the  Forests  are  to  be  regarded  as  public 
resources,  to  be  held,  protected,  and  developed  by  the  Government 
for  the  benefit  of  the  people. 

The  injury  which  results  from  the  destruction  of  forests  by 
fire  and  ill-regulated  use  is  a matter  of  history  in  older  coun- 
tries, and  has  long  been  the  cause  of  anxiety  in  the  United  States. 

A cheap  and  plentiful  supply  of  timber  is  important,  if  not  abso- 
lutely essential,  to  the  welfare  of  communities;  a forest  cover  is 
the  most  effective  means  of  maintaining  a regular  streamflov/  for 
irrigation  and  other  piorposes;  and  the  future  of  the  western  live- 
stock industry  depends  upon  the  permanence  of  the  range . Exhaus- 
tion of  a local  timber  supply  means  the  cessation  of  lumbering  and 
the  business  activities  dependent  on  it,  and  often  leaves  desola- 
tion, impoverishment,  and  industrial  depression;  there  are  vast 
public  and  private  losses  through  unnecessary  forest  fires,  while 
a rapidly  grov/ing  population  creates  an  increasing  demand  for  lum- 
ber. W^lth  forest  destruction,  the  flow  of  streams  becomes  irregu- 
lar just  .when  development  of  the  country  makes  them  indispensable 
to  transportation,  manufacture,  or  irrigation.  V<ithout  reg-alation 
there  is  serious  decrease  in  the  carrying  capacity  of  the  range. 

In  short,  forest  protection  is  vital  to  the  public  welfare. 

The  regulations  and  instructions  for  the  use  of  the  National 
Forests  here  published  are  in  accordance  with  the  or-anic  acts  and 
with  the  various  supplementary  and  amendatory  laws  passed  since 
June  A,  1397.  They  are  based  upon  the  general  policy  laid  down 
for  the  Forest  Service  by  the  Secretary  of  Agriculture  in  his  letter 
to  the  Forester  dated  February  1,  1903*. 
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"In  the  administration  of  the  forest  reserves^  it  must 
he  clearly  borne  in  mind  that  a-li  land  is  to  be  d.e voted  to  its 
most  productive  use  for  the  periranent  good  of  the  whole  people, 
and  not  for  the  temporax-y  benefit  of  inc.ivid-'jals  or  companies. 
All  the  resmarces  of  forest  reserves  are  for  use,  and  xhis  use 
must  be  brou^t  about  in  a thoroughly  prompt  and  businesslike 
manner,  under  such  restrictions  only  as  will  insure  the  per- 
manence of  these  resoijrces.  The  vital  importa.nce  of  forest 
reserves  to  the  great  industries  of  the  western  States  will  be 
largely  increased  in  the  near  future  by  the  continued  steady 
advance  in  settlement  and  development.  The  permanence  of  the 
resources  of  the  reserves  is  therefore  indispensa/cle  to  con- 
tinued prosperity,  and  the  policy  of  this  department  for  their 
protection  and  use  will  invariably  be  guided  by  this  faxt,  al- 
ways bearing  in  mind  that  the  conservative  use  of  tiiese  re- 
sources in  no  way  conflicts  with  their  permanent  value. 

"You  will  see  to  it  that  the  water,  v.’ood,  ana  forage  of 
the  reserves  are  conserved  and  wisely  used  for  the  benefit  of 
the  home  builder,  first  of  all,  upon  whom  depends  the  best 
permanent  use  of  lands  and  resources  alike.  The  continued  pros- 
perity of  the  agric^altural,  lumbering,  mining,  and  livestock 
interests  is  dependent  upon  a permanent  and  accessible  supply 
of  water,  wood,  and  forage,  as  well  as  upon  the  present  and 
future  use  of  these  resources  under  businesslike  regulations  en- 
forced with  promptness,  effectiveness,  and  common  sense.  In  the 
management  of  each  reserve  local  questions  will  be  decided  upon 
local  grounds;  the  dominant  industry  will  be  considered  first, 
but  with  as  little  restriction  to  minor  industries  as  may  be 
possible;  sudden  changes  in  industrial  conditions  will  be 
avoided  by  gradual  adjustment  after  due  notice,  and  where  con- 
flicting interests  mast  be  reconciled  the  question  will  always 
be  decided  from  the  standpoint  of  the  greatest  good  of  the 
greatest  number  in  the  long  run.” 


^Called  National  Forests  since  I^rch  4,  1907. 
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Trie  Forest  Service 


Qrg'.ani  zation 


Forest  officers  are  agents  of  the  people,  'fhey  must  ansvver 
all  inq-uiries  fully  and  cheerfully,  and  be  even  more  prompt  and 
courteous  in  the  conduct  of  Forest  business  than  in  private  busi- 
ness, They  must,  of  course,  obey  insiiructions  and  enforce  reg’ala- 
tions  without  ^ fear  or  favor;,  they  must  not  allow  personal  or  oiher 
interests  to  weigh  a^inst  the  permanent  good  of  the  Forests;  but 
it  is  no  less  their  duty  to  encourage  legitimate  enterprises  and 
to  assist  the  public  in  mailing  use  of  the  resources  of  the  Forests. 
They  must  Eiake  every  effort  to  prevent  misunderstanding  and  viola- 
tion of  Forest  reg’jilations,  rather  than  to  correct  mistakes  after 
they  have  bean  zsado.  Information  will  be  given  tactfully  and  vio- 
lations prevented  by  friendly  advice  rather  than  by  offensive  warn- 
ings. 

The  National  Forests  contain  upward  of  156,000,000  acres 
and  are  scattered  through  2-3  states  and  two  territories  from  Ivlaine 
to  southern  Calixornia,  and  from  Florida  to  Alaska.  The  resulting 
v"ide  range  of  physical,  industrial  and  social  conditions  calls  for 
a high  degree  of  flexibility  of  organization. 

The  positions  of  district  ranger,  forest  supervisor,  district 
forester,  and  Forester  constitute  the  framework  or  line  of  pivotal 
positions  which  guide  and  control  the  administrative  and  protective 
♦Organization  of  the  Forest  Service.  These  are  the  key  positions  of 
the  organization,  and  the  men  who  occupy  them  largely  determine 
each  in  his  own  sphere  what  the  Forest  Service  will  do  and  be. 

The  District  Hanger *s  Job 

The  organization  of  the  National  Forests  begins  with  the 
smallest  administrsvtive  unit  - the  ranger  district.  The  number  and 
size  of  these  dlsti-icts  change  from  time  to  time^  as  business  fluc- 
tuates or  as  inequalities  in  the  intensiveness  of  administration 
are  discovered.  The  number  of  ranger  districts  for  the  fiscal  year 
1524  was  S42  and  my  be  expected  tc  increase  grad-ualiy  as  the  demand 
for  use  of  the  Forest  resources  oecomes  more  intensive  and  the  work 
constantly  multiplies. 

The  district  ranger  is  responsible  tc  the  forest  suxoervisor 
for  his  district.  He  should  be  given  all  the  authority  and  responsi 
bility  he  can  carry.  In  technical  lines,  or  in.  subjects  in  v/hich  he 
is  not  proficient,  he  receives  help  and  instr-uction  from  the  super- 
visor anu  the  specialists  or  administrative  assistants  v/ho  are  usu- 
ally assigned  to  assist  the  supervisor. 


i‘he  Life  of  a District  2anger 

She  district  ranger  is  primarily  a field  man  rather  than  an 
office  77orker,  Since  the  district  ranger  is  in  charge  of  from  5^  to 
over  300  thousand  acres  a,nd  his  Joh  is  primarily  a field  job,  it  is 
evident  that  his  work  calls  for  much  travel,  and  tha-t  he  must  expect 
to  spend  much  time  auay  from  home. 

She  district  ranger  should  ay  all  means  consider  himself  a 
member  of  the  community  in  which  he  is. located  and  take  pa-rt  in  com- 
munity affairs  to  the  fullest  extent  compatlb3,e  with  his  duties  and 
the  legal  and  Departmental  limitations  on  political  activity.  He 
should  be  content  to  raise  his  family  in  the  village  or  isolated 
locality  where  the  headquarters  of  district  rangers  are  often  neces- 
sarily located. 

As  a .rule  the  district  ranger’s  prestige,  and,  therefore,  his 
usef^rilness,  increases  with  the  length  of  stay  in,  and  consequent 
firmer  establishment  of  himself  as  part  of  the  community,  Dor  this 
reason  frequent  transfers,  are  not  desirable.  On  the  other  hand, 
transfers  may  become  advisable  for  several  reasons:  (l)  To  a more 
responsible  position  or  more  important  district,  or  a district  where 
a man  with  certain  qualifications  is  needed;  (2)  To  get  a man  out  of 
a rut,  or  prevent  his  getting  into  one;  (3)  To- broaden  a man’s  train- 
ing, for  advancement.  By  successful  service  on  a less  desirehle 
ranger  district  a man  acquires  a ri^t  to  be  considered  for  vacancies 
on  more  desirable  districts. 

Qualifications  Required 

Men  selected  for  district  ranger  positions  should  be  young,  of 
rugged  physique,  and  in  good  mental  and  physical  health.  Training 
either  as  an  assistant  to  district  ranger  or  in  a training  camp  of 
the  Dorest  Service  will be-a requirement  insofar  as  funds  make  such 
training  possible.  A high-school  education,  or  an  equivalent  amount 
of  schooling,  is  needed.  Technically  trained  men  can  often  get  valu- 
able experience  at  actual  district  work  under  a district  danger  while 
working  as  a guard  or  assistant  ranger  between  school  periods. 


Advancement 

It  is  the  policy  to  recognize  that  the  principal  line  of  ad- 
vancement to  higher  positions  lies  throu^^  service  as  district  ranger. 
It  is  particularly  desirable  that  any  man  should  hav^e  experience  as  a 
district  ranger  before  becoming  a forest  supervisor. 

Responsibilities  of  a District  Ranger 


The  area  administered  by  a district  ranger  ^.ould  be  large 
enou^-  to  keep  him  fully  occupied  :7ith  essential  duties  and  just  as 
large  as  he  can  handle  properly,  using  only  the  most  up-to-date  meth- 
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ods  of  planning  and  meaBuririg  up  to  the  ana  q^oantity  stand 

ards  of  work  which  have  been  adopted  for  his  district. 

The  area  of  his  district  should  be  siiia31  enough  to  enable 

him  to: 

1.  Handle  all  the  administrative  work  for. his  district 
with  the  following  exceptions: 

(a)  Timber  sales  of  a temporary  nadure , the 
volume  or  technical  requirements  of  which  prevent 
effective  handling  by  the  district  ranger  without 
sacrificing  other  work.  It  is  the  policy  of  the 
Service  to  have  timber  sales  handled  by  the  district 
rangers  as  far  as  possible,  a part  of  their  recog- 
nized administrative  duties.  Timber  sanies,  singly 
or  in  groups,  may  be  male  special  projects  under 
officers  reporting  directly  to  the  supervisor  where 
this  course  is  unavoidable  in  sec^a^ing  the  most  ef- 

• fective  use  of  the  available  personnel. 

(b)  Simple  duties,  such  as  patrol  of  driveways 
or  coimting  of  stock  v/hich  do  not  require  adminis- 
trative training  and  which  the  district  ranger  can- 
not do  himself  for  lack  of  time.  It  is  good  prac- 
tice to  entrust  such  work  to  guards  particularly 
when,  as  is  often  the  case,  such  work  occurs  at  the 
time  of  a seasonal  peak  of  other  work. 

(c)  Administrative  work  which  must  of  necessity 
be  delegated  to  men  who  are  in  training  for  district 
ranger  positions,  in  order  to  make  their  training 
effective. 


2.  Give  to  fire  guards  and  others  temporarily  employed, 
supervision  and  inspection  in  accordance  with  the  standards  worked 
out  for  that  ranger  district. 

3.  Know  his  district  well  enou^  to  handle  a fire  satis- 
factorily in  any  part  of  it. 

■ --U.  Be  a close  and  well-informed  observer  of  stock,  game, 
timber,  and  other  reso'orces  of  his  district  an.i.  know  intimately 
local  plants,  shrubs  and  trees,  and  their  habii:s. 

Improvement  work,  fire  fighting,  and  the  like  often  require 
Crews  v/ith  foremen  in  charge,  but  it  w-ill  be  the  mule  that  such 
crews  will  be  under  the  supervision  of  the  district  ranger  and  that 
he  is  ordinarily  personally  responsible  to  the  supervisor  for  every- 
thing in  his  district  except  work  requiring  the  qualifications  of 
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the  specialists  who  are  attached  to  the  offices  of  the  supervisor 
or  district  forester.  The  district  ranger  will  personally  super- 
vise improvement  and  other  crev/s  unless  to  do  so  will  interfere 
with  more  important  work. 

A district  ranger  is  expected  to  do  improvement  work  when 
his  time  is  not  actually  needed  on  administrative  work,  and  it  is 
usually  true  that  a good  deal  of  such  labor  can  and  should  be  per- 
formed by  the  district  ranger  v/ithout  any  interference  with  his 
administrative  or  protective  work.  This  is  particularly  true  in 
districts  having  little  administrative  work  and  is  true  in  other 
districts  with  respect  to  general  station  upkeep  and  telephone, 
trail,  and  fence  maintenance  in  the  spring,  fall  and  winter.  The 
district  ranger  needs  to  be  skilled  in  the  use  of  the  tools  and 
equipment  of  a woodsman. 

The  Forest  Supervisor's  Job. 

A forest  supervisor  is  responsible  to  the  district  forester 
for  the  administration  of  a National  Forest  which  is  composed  of 
from  3 "to  12  ranger  districts  which  are  grouped  together  to  form 
a National  Forest. 

In  addition  to  the  administration  of  his  forest,  the  super- 
visor is  expected  to  assume  leadership  in  his  community  in  matters 
having  to  do  with  the  promotion  of  the  practice  of  forestry  on  lands 
in  private  and  state  ownership.  Forest  supervisors  are  assisted, 
as  the  work  may  require  by  an  administrative  deputy  and  by  special- 
ists in  timber,  grazing,  office  or  other  activities.  These  assis- 
tants are  assigned  such  duties  as  in  the  opinion  of  the  supervisor 
will  most  effectively  enable  him  to  nanage  his  forest. 

Qualifications  Required 

Technical  schooling  in  forestry  or  grazing  management  is 
desirable  but  not  indispensable.  Supervisors  are  not  selected  for 
their  technical  training  but  for  their  capacity  to  produce  the 
largest  output  of  desirable  results  from  the  resources  of  the  Na- 
tional Forest  and  from  the  personnel  and  allotments  for  which  they 
are  responsible.  Experience  as  a successful  district  ranger  is 
desirable.  Supervisors  will  ordinarily  be  selected  from  the  admin- 
istrative or  other  assistants  to  supervisors  who,  because  of  their 
natural  capacity,  training  and  experience,  stand  out  as  the  best  men 
available  as  National  Forest  managers.  Men  v^ithout  thorough  field 
training  and  experience  are  not  eligible  for  the  position  of  super- 
visor. 


The  growing  of  crops  from  the  soil  is  the  essence  of  forestry 
and  range  management,  and  men  who  have  a funoamental  grasp  of  timber 
and  forage  production  are  best  fitted,  other  things  being  eq^ijal,  for 
the  management  of  National  Forests. 
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Character  of  a Super vi  sor  * s -D~atia  s 


The  s'apervi.sor  is  primarily  a "business  manager  in  charge  of 
the  production  ci  crops  ci  timcer  and  forage  on  a million  acres  or 
more  of  public  land.  His  re sponsi 'oilities  are  much  the  same  as 


those  of  the  business  management  of  any  productive  enterpri  se , He 
must  be  able  to  handle  f'onds  and  the  time  of  men  economically , he 
must  ma.intain  good  business  relations  v;ith  innuxuerable  people  and 
organizations,  and  he  must  succeed  in  keeping  txie  results  prouuced 


on  his  forest  in  right  relation  to 


the  cost  of  the  work. 


One  of 


the  supervisor’s  most  important  duties  is  to  maintain  the  discipline 
and  follow  up  which  will  insure  high  standards  of  performance  on 
the  part  of  all  the  men  under  his  direction. 


While  the  forest  supervisor  is  essentially  a director  of 
other  men  rather  than  a doer,  he  must  ao  a considerable  amount  of 
detail  work  with  his  own  hands  and  head,  as  for  example,  in  prepar- 
ing cases  for  adininistrative  d.ec'- sion,  in  working  with  rangers  and 
demonstrating  to  them  betcer  methods  in  their  routine  auties,  in 
road  or  trail  reconnaissance,  in  marking  timber,  burning  brush, 
fighting  fire,  and  grazing  administi’ation. 

Without  a proper  proportion  of  such  work  a supervisor' s 
grip  of  his  job  is  bound  to  lose  a certain  sui-eness,  and  his  con- 
trol of  his  personnel  becomes  less  effective.  It  is  desirable  that 
the  supervisor  be  able  to  command  respect  for  his  skill  in  the 
largest  practicable  number  of  the  duties  incident  to  everyday/  work 
on  the  National  Forest. 


The  supervisor  must  be  able  to  recognize  and  deal  with  causes 
and  tendencies  in  local  public  opinion  and  to  utilize  practical  edu- 
cational methods.  This  is  necessary  in  order  to  secure  the  most 
effective  cooperation  in  fire  control,  grazing  and  other  activities, 
and  in  order  to  secure  the  understanding  of  National  Forest  aims 
and  uses  which  is  necessary  to  enable  the  Forest  to  render  its 
proper  service  to  nearby/  communities.  Es  must  represent  the  Service 
in  many  gatherings  of  business  and  other  groups  and  must  bs  able  to 
present  Service  aims  and  methods  effectively  b.y  public  adaresses  and 
otherwise  as  the  occasion  demands. 


Responsibilities  of  a Forest  Supervisor 

Tlie  area  of  the  alfierent  National  Forests  ranges  from  a few 
hundred  thousand  acres  to  tv:o  million  and  more  in  exceptional  in- 
stances.  A Forest  should  be  as  large  as  the  supervisor  is  able  to 
administer  properly  by  \ise  of  the  most  up-to-aate  ;iiethods  of  plan- 
ning and  adminl  strafi vs  control. 

‘ihe  area  oi  a Natioz^al  Forest  should  oe  suail  enough  to  en- 
able the  supervisor: 
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1.  To  learn  the  Forest  thoroughly  in  two  years  af-Jier  taking 
charge  of  a Forest  new  to  him. 

2.  To  devote  enough,  time  to  field  work  after  learning  the 
Forest  to  enaoie  him  to  make  liberal  additions  each  year  to  his  per- 
sonal knov\^ledge  of  topographic  features  and  detailed  conditions  of 
timber  and  forage  in  addition  to  handling  current  administrative 
work  in  field  and  office.  The  supervisor  should  maintain  personal 
acquaintance  with  a large  percentage  of  his  perrnitees  and  all  lead- 
ers of  communities. 


3.  To  spend  at  least  a week  each  year  with  each  district 
ranger  on  his  district  going  cf-ver  his  work  in  the  field. 


4.  To  have  a sufficiently  intimate  knowledge  of  every  line 
of  work  carried  on  his  Forest  to  oe  in  possession  of  well-considered 
ideas  of  his  own  for  use  in  dealing  with  his  district  forester  or 
the  public.  The  supervisor  should  be  able  to  discuss  intelligently 
the  cover,  forage  and  topography  of  his  F'orest.  He  should  know  in- 
timately v/hat  his  rangers  are  doing,  what  they  are  not  doing,  and 
why. 


Specialists  and  assistants  are  necessarily  employed  to  assist 
a supervisor,  but  the  number  of  these  men  must  be  kept  within  the 
limits  which  will  enable  the  supervisor  to  have  a clear  v/orking 
knowledge  of  their  work  to  direct  their  work  inte lligently,  and  to 
be  able  to  assume  full  responsibility  for  v/hat  they  do. 


Whenever,  because  of  the  topographic  or  industrial  unity  of 
an  area,  a question  arises  as  to  placing  a larger  acreage  under  one 
supervisor,  the  rule  should  be  that  additional  men  ma.y  be  added  to 
the  supervisor's  ^afi  up  to  the  point  where  the  re  suiting  separation 
of  the  supervisor  from  essential  knowledge  of  his  Forest  causes  a 
loss  of  efficiency  which  is  greater  than  that  arising  ircin  splitting 
the  area  into  tv/o  Forests.  When,  in  the  judgment  of  the  district 
forester,  that  point  is  reached  the  nat'oral  unit  should  be  divided 
into  two  Forests. 


Forest  and  Grazing  Assistants  and 
Fore  So  and  Ora. z:-n g Iner  3 

On  Forests  with  a large  vokure  of  work,  the  supervisor  needs 
one  or  m^ore  technically  trained  assistants  zo  ail  him  with  the  timber 
sale,  silvicultural  or  grazing  wcrk. 

The  district  ranger  has  an  excellent  cnance  actua.lly  to  prac- 
tice forestry  or  improved  grazing  management.  It  is  desirable  that 
newly  appointed  technical  men  qualify  for  the  position  of  district 
ranger  at  the  earliest  practica/oie  aate  in  their  official  careers, 
and  it  is  the  policy  of  the  Forest  Service  to  encourage  technically 
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trained  men  to permanent' assignment  in  charge  of  ranger  dis- 
tricts in  order" that  it  may  oenefit  from  their  professional  v;ork 
directly- applied  in  such  positions.  ,For  many  .men.  the  satisfaction 
of  direct  personal  management  hf  a tract  of '.iim’berlahd.  is  to  be 
preferred' -to  hl^er  admini |itrb,tiye  responsibility..  . Ihe  man  who 
wants  to  put 'his  life  into"  the  development  of  timber  and  fora^ 
production  on  a tract  which,  in  a real  sense,  he  can  feel  is  his 
own,  will  be  given  every  possible  consideration  in . the  . Fore s.t  Ser^ 
vice,  and  will  receive  the  respect  due  a man  who^  chooses  to  devote 
himself  to  good  Y/orlananship  in  his  profession. 

It  will  'be  the  policy  of  the  Forest  Service  not  only  to  give 
technical- assi  stants  a,  chance  to  serve  as  district  rangers  but  in - 
selecting  supervisors  a ye4r  or  more  of  successful  work  in  charge 
of  a ranger  district  will  count  heavily  in  an  officer’s  favor. 

Technical  aS‘si stants  to  a s^efyi.sor  icay.l^  given  adminis- 
trative .duties,  with  or  witbiout  change  of  title  to  that  of  deputy • 
forest  supervisor. 

Forest  or  grazing  examiners  on  the  staffs  of  supervisors 
•will  be  given  administrative  assignments  to  train  theni  for  the 
position  of  supervisor',  if ' they  show  superior 'capacity  for  admin- 
istrative-work. The  number  of  men  so  trained.. should  be  controlled 
by  a district  plan. 

In  such  assignments  the  ^officers  will  be  called  upon  fre- 
quently to  develop  definite  forest  and  range  management  working 
plans,  which; when  completed,  will  often  be  a true  index  to  the 
administrative ‘ability  of  the  officer,.,  and  his  fitness  for  higher 
responsibilities. 

E xe  cut i ve  A s s 1 s tan t s .. 

Qualified  executive  assistants  will  be  assigned. on  each 
National  Forest  requiring  such  service . ' The  executive  assistant* - 
wi'l  be  responsible  to  the  supervisor  for  the  work  ordinarily 
handled  by  the  forest  chief  clerk,  together"  with  general  manage- 
ment under  the  direction  of  the  supervisor,  of  the  routine  work 
of  the  headquarters  of  the  "Forest.  . • . . > 

The  executive  assistant  must  have , the  qualifications  of  a 
minor  executive;  must  have  'the  experience  ahd^ability  to  enable 
him  to  relieve  the  supervisor  of  clerical  and  .^routine  work;  must 
be  able  to  handle  routine  matters  with' rangers  unde-r  general  direc- 
tion-only of  the  supervisor;  must  be ''able  .to  prepare  all  the  usual 
reports,' keep  the  financial  and  other  records,  handle  correspondence 
on  simple  matters  with  persons  outside  the  Service,  and  deal  ef- 
fectively with  Forest  users.  It  is  desirable  but  rK)t  essential 
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that  an  executive  assistant  have  haa  field  experience,.  The  work  of 
Ticking.,  .'anpa^ing_  fon^/arding.and  , f!r«a.|ht i 

a..id  exc.iesdi-  f s .a  .pic=ri  of,  ti'ie*  duxd.e ^ .of  ..the  ar^t ive  -ass^ietar-'t  • .to*- 

get  her- with  the  stor'a^e  , handling,  ..so  ,r,  thing/- :and.^ca.re  of  ipyp-perty 
kept  at  forest  headquarters.  .:I^afeekecp.,tive  assistant,  is  ufteh  re- 
quired to...  search  out.  aiid  .emploj  laoorens.-v^hiQ;  he.  -ne.eded  "‘for-  •fire 
or  construction  WQo^./.;  . •■•  ..  ■.. . ^.■  ^ * '■  '•• 

• . h:  -'h  .r;  -V  • - o - --t-h  ^ ■■  ■■ 

^Che  ’ e.xe  cut  o a s si.  utan  t should . heip  on  fires  .when,  ne'ce  s sar  }f. 

and  maice  occasi.orial.  tr.ips  to  ranger  districts,  .to  help  wfth  files  and'- 
property','' and  for  the  purpoaa  of  getMng.  ac'^qua.in.ted:  v/lth-peopfe- .and 
forest  localities,  The  clilef  function  of  ‘the  position,  however,  is 
to  mana-ge,.  the  office.,  and^  heaqquarteors  work  . of  .the  . -Jbre.st,*’  an  oraer 
that  the ' superyi  s.or  na^’-.-^pend  hl.s.  t5^ie-.in>;fie.ld  activities..  . .•  .•  .•■  ■ ■- 

■'The  position.,  of  executive,  assistant  ■'vill-  ordira.rl'lir  he  . fi  lied 
oy  promotion  I rom  the  grade  of  qualified  clerks  who  have  had  experi- 
ence in  a forest  . supervisor 3 offlc.e.,  .'V'^ean^ics. day.,,  hosyeyer , ' be 
filled,  by  tra-nsfer  . of.  other -clerical-,  ,adia.liji-.9^trdti,v.e  o.r.  technical- em-*’ 
ployee's'whb  ha.ve' the  necessary  qualificati ons.  ,.o 

Executive,  assistants:  can;. not  q-qa.lifyi.i'cr-'thevposi tion'oi  super- 
vi  sof  by  executive -assistant,  work  alon.e  ^ ..  A ^record  . in  .a  ranger  of.  •> ' 
other  field  position  showing  . superyi spr  c.apaai ty -.is  a -prerequisite  to- 
adyancerden't  to  the  - supe.rvi sor  grade.  • ...  ..  v 

The  District  Forester^ s Job 

“pie  United  ’ States  is. divud^  Sv-egionally  .into  .ei^^t  Cis'tflcTis, 
eacii  in  charge  of  a district  for.ester, ; who  i s- -.direc-tiy  re. sponsiole  to 
the  Forester’,  '■All  of  .the  .v/ork  .incident,  to  .theuadniii^istral^idn  of-  the 
National  Forests  in  his  district,  and  other  work  in  connection  with 
the  dissemination  of  information  regarding  all  phases  of  forestry  work 
and  the  practice  of  forestry  througloout.  the  region  are  under  the  di- 
rection of  the  district  forester.  The  boundaries  of  ifetional  Forest 
districts  are  determined  mainly  by.  re.gi.onal.  factors  anh  only  to  a 
slight  extent  by  the  capacity  of  the  district  forester’ to' 'spread  his 

supervision,  qver, more  .o.r..  fewer,. For e:s,t.s.'.  '- ' -r  - ' ' - 

..  . , i . ' ‘ ’*  ■ 

. • V v-  ' . _ 

The  di.strict  ..fore -s ter  an.d;  hi-s.-,. staff,  can  not"*ha'ye'  such -clo’se  ■ 
knowledge  or  control  ox  activi  ties  in  the- district  as  -the- -supervisor 
has  of  his  Forest.  The  district  forester  depends  much  less  upon  di- 
rect control;  he  re ].ie s.  m'^uch.-.mo.re  /upon; -.placing- re  spdnsi bill ty  on  care- 
fully selected,  super vi  sor s , and- •^;ssi'stant  district  -fofe'ster^  x^dio  are 
per  sonally 'accountable  -fco  h.im  for  . results;  :he 'must' also  check  con-  . 
trol  the  effectiveness  of  ..the ;pr,actiees -.which  must','  ■■doOner- or  later,  ' 
lead  to  'good ’qr  poor  re  suits y but  .which-: can  no  t- 'be  left  “ihcOntrolled 
by  the  district  forester,  un til.. re; suit s , are  forthcomilng.' ■ ' ’ •'  '* 
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A district  forester  is  assisted  'ey  assistant  aistrict  for- 
esters in  charge  of  the  offices  of  forest  manageiEent , grazing,  lands 
public  relations,  and  operation,  and  by  a district  engineer  end  a 
fiscal  agent,  each  of  whom  has  such  a force  of  administrative  as- 
sistants, specialists  or  clerks  or  draftsmen  as  may  be  req;aired; 
and  where  the  work  warrants  it,  by  officers  in  charge  of  research 
or  other  special  activities. 

Assi  stant  district  foresters  are  responsi'Dle  to  t'ne  di  starlet 
forester.  In  dealing  with  ' supervisor s they  derive  their  authority 
from  two  sources.  They  of  course' exercise  whatever  author! t;y  they 
are  able  to  eicert  by  their  knowledge  of  their  vVor'K,  and  their  qual- 
ities of  personal  leadership.  Aside  from  this,  their  authority  is 
determined  by  the  extent  to  which  they  act  as  representatives  of 
the  district  forester. 

Only  authorized  representatives  of  the  district  forester  will 
issue  instructions  on  Forests  and  then  only  to  supervisors  or  acting 
supervisors,  except  in  cases  of  emergency.  In  such  emergency  cases 
the  supervisor  concerned  vvill  'oe  informed  immediately  by  the  dis- 
trict officer  of  the  character  of  suc'n  instructions  and  to  whom  they 
were  given . 

Under  direction  of  the  Solicitor  of  the  Department  of  Agri- 
culture, the  district  assistants  to  the  Solicitor  are  the  advisors 
of  the  district  foresters  and  their , assistants  on  all  questions  of 
law  arising  in  the  administration  of  the  National  Forests.  The 
opinions  of  the  district  assistants  are  binding  upon  the  district 
foresters  except  that,  in  urgent  cases,  an  appeal  may  be  taken 
throu^  the  Forester  to  the  Solicitor. 

Qualifications 

In  addition  to  demonstrated  admini strative  ability,  the  dis- 
trict forester  should  have  a broad  grasp  of  both  technical  forest 
and  range  management  and  should  have  had  extended  experience  in  ad- 
ministrative assignments  as  district  x'anger,  supervisor,  and  as  an 
assistant  district  forester  preferably  in  more  than  one  branch. 

Character  of  t'ne  District  Forester*  s Duties- 

The  district  forester  largely  controls  tendencies  in  the 
development  of  his  district.  One  of  his  most  Important  duties  is 
to  know  in  detail  the  w-ork  of  a forest  officer,  and  apply  vvhat  he 
knows.  He  must  coordinate  and  control  the  work  of  ail  employees  in 
his  district;  must  see  that  the  best  methods  are  followed;  and  must 
set  the  pace  in  t'ne  maintenance  of  an  efficient  persormel  and  in 
securing  and  maintaining  cooperation. 


It  is  necessary  that  the  district  fore  ster  Liair.tajn  personal 
relations  with  and- enjoy,  the  cooperation  of  State  officials  and 
leaders  in  the  ousiness  and  industry  ni  his  district.  Next  to  the 
Forester,  the  di.strnct  forester  carries  the  heaviest  responsioili- 
ties  for  dealing  wi  th  the  public.  He  needs  to  ce  a speciaijst  in 
public  opinion. 


The  Forester’s  Office 


Since  the  head  of  the  Forest  Service  is  directly/  responsible 
to  the  Secretary  of  Agriculture  and  Congress,  and  is  dependent  upon 
them  for  the  appropriations,  authority  and  supporo  whicn  is  necessary 
to  carry  out  the  work  of  the  Forest  Service,  the  central  office  of 
the  Service  must  be  in  Washington,  C.  G. 

From  the  Washington  office  the  Forester  directs  not  only  the 
National  Forest  activities,  buo  such  research  in  forestry  and  graz- 
ing as  appropriations  permit  and  also  the  promotion  of  forestry 
throughout  the  United  States. 

The  Forester’s  staff  consists  of  the  Associate  Forester,  a 
chief  engineer,  a chief  of  finance  ana  accounts  and  assistant  for- 
esters in  charge  of  the  branches  of  forest  management , lands,  re- 
search, grazing,  public  relations,  and  operation,  each  of  whom  has 
a force  of  assistants.  Their  authority  in  the  field  and  in  dealing 
with  district  foresters  is  measured  by  the  extent  to  which  they  act 
as  representatives  of  the  Forester,  together  with  the  authority  they 
derive  from  their  knowledge  of  their  work  and  their  q;c^-lities- of  per- 
sonal leadership. 

Officers  of  the  Washington  office  when  in  the  field  will  not 
issue  instructions  to  officers  upon  the  Natiorial  Forests,  except  in 
cases  of  grave  emergency.  In  such  cases,  the  district  forester  con- 
cerned will  be  informed  immediately  in  writing  by  the  administrative 
officer  of  the  character  of  s'jch  instructions  and  to  whom  they  were 
given , 

The  or^nization  of  the  Forester's  office,  together  with  its 
relation  to  field  organizations  is  shown  the  follo’wing  chart. 


- 13  - 


CHART  SHOWING  ORGANIZATION  OF  FOREST  SERVICE  JULY  I,  1923 


V. 


Decentralization 


Principles  of  Organization 


'The  Forest  Service  is  organized,  on  a oasis  of  decentraliza- 
tion of  authority.  .As  rapidly  as  policies  are  stao.i  lized  and 
capacity  to  handle  work  d'emo ns t rated,  one  function  after  another 
takes  its  .way  from- the.  central  offices  outward  in  the  airection  of 
the  last  responsible  administrative  officer.  There  is  a constant 
search  for  the  degree  of  defection  of  authority  which  w'ill  proauce 
the  greatest  total  output  of  desired  results. 

Personal  Besponsi  oility.and  Accountability  * ■ ^ 

The  Forest  Service  is  a firm  adherent  of  the  principle  of 
personal  responsibility  and  accountability.  The  importance  of 
initiative,  free  criticism,  free  interchange  of  ideas,- group  spirit, 
and  group  solidarity  in  thought  and  action  is  fully  appreciated  and 
these  elements  in  the  or^nizatlon  are  encouraged;  but  the  Service 
is  built  on  the.  theory  that  along  with  these  things  must  go  clear, 
direct  accountability  .of  some  individual  for  the  results  produced 
by  the  unit  for.'.vhich.he  is  responsible.  Accountability  must 
necessari ly  be  accompanied  by  a corresponding  degree  of  authority. 

As  the  chief  of  the  Service,  the  Forester  is  finally  re- 
sponsible to  the  Secret^ary,  Congress,  and  puolic  opinion  for  the 
work  of  the  Service.  It  is  therefore  necessary  that  the  policies  - 
determined  upon  by  him  have  full,  support  from  the  entire  or^niza-  ' 
tion.  The  district  forester  is- in. like  degree  responsible  to  the 
Forester,  the  supervisor,  to.  the /district  forester  and  the  district’ 
ranger  to  the  supervisor.  .. 

Initiative  and . Supervision  :•  • . * 

The  nature  of  the  forest  officer ' s work  calls  for  initiative 
and  willingness  to.  assume  responsibility,  and  prohibits  the  detailed 
supervi  sion.  which  is  .characteristic  of  more,  compact  organizations. 

While  every  employee  is  subject  to.  control  and  this  control 
may  sometimes  be.  irksome,  it  is  nevertheless  the  outstanding  char- 
acteristic of  the  Forest  Service,  that  the  average  member  has  less  • 
supervision  and  is  more  nearly  his  own  boss,  tnan  would  be  true  if 
he  were  working  for  a.  salary  in  another  organizati  oni. 

Regardless  o.f  rark,  each  member,  of  the  Service  is  expected 
to  contribute  to  its  policies  ana  methods..  He  not.  only  has  this 
opportunity,  but  is  responsible  for  doing  so.  An  administrative' 
officer,  is  responsible  for  ascertaining  and  representing  the  views 
of.  his  subordinates  - subject,  of  course,  to  his  judgment  as  to 
their  soundness  and  applicability  to  the  v;ork  under  his  charge. 


F-gnctions  of  Overhead 

Tiie  essential  functions  of  overhead  are: 

1.  Policy  mahing,  together  v/ith  interpretation  and  applica- 
tion of  policies  promulgated  Dy  responsible  agencies. 

2.  Leadership,  inspiration,  discipline,  and  such  control 
over  forest  activities  as  may  be  necessary  to  get  the  best  results 
in  National  Forest  administration. 

3.  Inspection  and  collection  and  digesting  of  information 
required  for  the  tv;o  foregoing  functions  only. 

4.  Such  technical  or  special  work  and  such  detailed  control 
as  may  be  necessary  to  get  the  best  total  net  results  from  the  re- 
sources available  in  men  and  money. 

While  no  very  detailed  statement  of  the  functions  of  dis- 
trict offi-ce  overhead  can  be  made,  it  is  important  to  emphasize  tne 
fact  that  overhead  is  desirable  or  undesirable  strictly  in  accordance 
Vv'i th  its  actual  accomplishment  of  desired  results  on  the  Natiorial 
Forests  and  in  other  f'undamental  activi  ties  of  the  Service,  outside 
of  the  National  Forests. 

Every  effort  should  be  made  to  ^end  the  large-st  possible 
proportion  of  a^ppropriations  directly  in  resul  t -producing  work. 

Paper  work,  procedrure,  systems’ of  control,  reserves,  of  time  or  men 
available  for  taking  up  new  'vohk,  a-ll  need . constant  scmitiny  in’ order 
to  enable  the  district  forester  to  avoid  the  danger .*Df  increasing 
overhead  above  the  minimum  required. 

Objectives  may  be  set  up  in  a clear,  simple  way,  and  the  de- 
gree of  attainment  of  those  objectives  by  forest  officers  measured 
by  simple  records  of  results  accomplished.  With  proper  emphasis  upon 
responsibility  and  accounwabili ’ey , under  this  method,  a large  range 
of  work  and  a large  number  of  men  can  be  effectively  supervised  by  a 
very  small  central  office  force.  Administrative  control  should  be 
sought  by  these  means  rather  than  by  collecting  and  digesting  large 
amounts  of  data,  and  overhauling  everything  a subordinate  has  done  in 
order  to  review  and  correct  each  detail. 

Small  overhead  in  a district  office  should  be  sought  by  (l) 
having  work  done  by  Forest  forces,  rather  than  district  office  spe- 
cialists; (2)  making  inspections  primarily  to  determine  the  efficiency 
of  the  men  and  translating  everything  fouiid  into  those  terms;  (3)  u.se 
of  the  sample  plot  method  of  inspection  rather  than  completely  over- 
hauling a subordinate ’ 3 work;  (4)  demand.ing  that  responsible  adminis- 
trators produce  results  up  to  a reasonable  standard,  or  give  way  to 
o ther  men . 
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Service  Meetln.^s  a.nd  Service  Bulletin 


As.  a means  of  exchanging  ideas  and  promoting  ■unity  of  thought, 
Service  meetings  are  held  at  regalar  intervals  in  Washington  and  in 
district  headqua-rters . Minutes  of  Washington  Service  meetings  are 
sent  to  all  district  foresters  and  supervisors. 


A Service  oulletin  is  put li shed  ' in  Washington,  .weekly; 
most  district . off ices  issue  a simi lar  di strict  publication, 
contents  are  confidential:  • 


and 

The 


Meetings 

Meetings  of  forest  officers  are  an  important  means  of ‘dis- 
seminating a working  knowledge  of  ne?/  subjects  and  are  .very  impor- 
tant in  developing  mutual  understanding  among  Fore officers.  Ap- 
proval of  the  Forester  v/ill  not  be  required  for  the  . holding  of  meetf 
ings  of  Forest  officers,  hut  he  will  hold  the  distri ct  .fore ster 
responsible  for  seeing  to  it  that  no  meeting  is  held  in' his.  di  strict 
which  does  not  clearly  ju..s.tify  the  expense  of  holding  it,  including 
the  time  of  men  attending.' 

- : . ^ .h:.-.,,  i ACMIFIiiThATION-'.-  ' h- 

Defini  tions  • :;.r  ......  ' ' . ' ' ■ ' . ‘ ■ 

Certain  terms  used  in  coniaection  with' administrative  purposes 
and  p Ians  need  t.o  b.e ..  define d . 

Ah  objective,  is  the  'ob'ject  or  purpose  towar.dvyhich.  effort  is 
directed..  An  o'bjective  my  "be  a broad- purpose,  such;  as  rev.ege  tation 
of  a range  or  any  of  the  major  purposes  discussed  on.  the  .first  page 
of  this  section  of  the  Man'oal  or  an  intermediate  purpose  . such  as 
prevention  of  trespass.  Items  of  work  which  are  merely  specific 
actions,  tasks  or  duties  to  be  performed  to7/ard  the  accomplishment 
of  objectives  are  called  jobs. 

The  word  activity,  is  used  to  designate  lines  of  -vv.ork  s^ach  as 
those  used  for  cost  keeping  purposes.  . 

A job  is  a specific  de-walled  action,  -cask  or  duty  to  be  per- 
formed. A thing  to  be  accompTlshed  may  be  either  an  objective  or  a 
job  according  to  the  way  it  is  thought  about  by. the  person  responsible 
for = making  the  effort.  A job  is  the  thing  immediately  to  be  done  ex- 
pressed in  the -terms  a man  uses  when  he  thinks  in  detail  of  the  way 
he  is  going  to  use  his  time  and  effort.  , ; ......  . 

Tiie  .vvQrd  plan  is  used  to  designate  any  sy sterna ti c.  collection 
■and  arrangement  of  data. and  jobs,  and  the  working  put  of.  definite 
measures  or  courses  of  action  which  are  to  be  followed  in  accpmplish- 


ing  stated  objectives.  The  fornnilation  of  a plan.  inclTides  the  mak- 
ing of  such  arrangements-  tha'G  all  eqaipmsnt,  material,  and  laoor 
will  be  available  when  the  work  planned  is  'undertaken. 

ResoTurce  plans  deal  technically  v/ith  National  Forest  resources 
and  undertake  to  prescribe  the  form  of  management  or  control  which 
will  be  follow’ed  in  making  the  resource  yield  the  desired  results. 

Work  plans  deal  -with  the  r*.se  of  time  both  in  carrying  out  re- 
source plans  and  in  accomplishing  work  not  covered  by  a rescrurce  plan. 
Work  plans  in  their  tangible  form,  ordinarily  consist  chiefly  of 
lists  of  jobs,  although  the  thinking  out  of  just  how  each  job  is  to 
be  accomplished  is  an  essential  part  of  work  plans  and  such  thought 
on  the  methods  and  facilities  to  be  used,  frequently  must  be  reduced 
to  writing.  Work  plans  be  made  either  for  administrative  units 
or  for  individual  forest  officers.  " ; 

Activity  Priorities 

The  first  obligation  resting  upon  the  Forest  Service  is  to  pro- 
tect the  resources  which  the  Na.tional  Forests  contain  and  the  produc- 
tivity of  their  soil.  The  second  obli^tion  is  to  develop  and  extend 
the  use  of  National  Forest  land  and  resource?  to  the  fullest  extent 
consistent  with  their  sustained  productivity.  , . 

While  no  set  of  priorities  can  be  given  which  will  determine 
just  how  complete  should  be  the  accomplishment  of  one  objective  before 
effort  may  be  applied  to  relatively  lov/er  ones,  'the  following  list  of 
activities -given  in  the  order  of  their  importance  w^ill  indicate  the 
preferences  which  should  be  given  to  the  various  lines  of  work. 

1'.  Protection  from  fire.  .. 

2.  Protection  from  other  natural  destructive  agencies  like 
insects,  to  the  extent  that  they  are  serious  and  that  it  is  possible 
for  the  Service  to  organize. and.  conduct  effective  work. 

3.  Administration  of  current  use  of  timber  and  forage  with  a 
view  to  maintaining  and,  if  possible,  increasing  the  production  from 
these  resources. 

Efficient  administration  of  c-iorrent  timber  sales  and  other  cut- 
tings, as  a matter  of  general  policy,  must  be  given  preference  over 
other  forms  of  use  because  the  primary  purpose  in  the  establishment  of 
the  National  Forests  is  the  production  of  timber  e-nd  the  protection 
of  watersheds.  The  Service  must,  hov;ever ,- v/ork  consistently  for  an* 
organization  of  men  and  a use  of  time  which  will  provide  equally  ef- 
fective administration  of  grazing  wherever  it  is  sufficiently  inten- 
sive to  involve  the  periranent  productivity  of  the  ranges.  The  admin- 
istration of  grazing  so  as  to  prevent  or  reduce  to  a miniimjm  injury 
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to  forest  production,  is  an  obligation  ranking  in  importance  with 
the  administration  of  the  timber  use  itself. 

The  Service  must  recognize  a definite  obligation  to  provide 
for  the  needs  of  esta-olished  Forest  users  and  of  local  residents 
a-nd  industries,  as  subordinate  in  priority."  only  to  tne  protection  of 
the  resources  and  productive  capacity  of  the  land. 


It  is  obviously  impossible  to  settle  questions  of  priority 
by  general  regulations.  They  must  be  determined  for  each  Forest, 
or  indeed  each  ranger  district,  in  consideration  of  the  sum  total 
of  -its  jobs  and  its  specific  conditions.  The  broad  policy  outlined 
will  g-oide  the  formulation  of  objectives  and  work  plans  for  the 
forests  and  ranger  districts.  Careful  planning  in  the  light  of 
local  conditions  f-virnishes  the  only  effective  solution  of  the  ques- 
tion of  priorities. 


Objectives 


To  accomplish  the  major  Forpcses  of  National  Forest  adminis- 
tration most  effectively  the  intermediate  oDjectives  leading  to  such 
accomplishment  need  to  be  carefully  defined. 


Every  effort,  whether  it  is  a major  activity  or  merely  a day's 
work,  will'benefit  if,  before  the  effort  is  made,  its  objective  is 
defined  as  clearly  as  possible. 

It  is  not  enou^i  that  objectives  be  defined  in  advance;  ob- 
jectives need  continual  reexamination  and  revision  in  order  to  keep 
them  up-to-date. 


Not  only  should  objectives  be  defined  and  revised  as  needed 
but  they  sho'old  be  borne  constantly  in  mind  as  work  is  carried  on. 
Nothing  can. give  better  guidance  in  the  uncertainty  and  stress  of 
work  than  to  remember  just  what  one  is  after  - just  what  it  is  that 
is  tc  be  accoiip)lished. 


V»'ork  Flans 

Each  admini strati ive  unit  and  each  individual  administrative 
officer  needs  the  help  of  a simple  work  plan  in  order  to  accornplish 
the  most  with  the  zlme,  money,  and  opportunities  avai.lable.  The  work 
plan  1s  a master  plan  v/hich  wdll  coordinate  the  reso-orce  plans  by  a 
specific  allotment  cf  time,  equipment,  etc.,  to  the  various  jobs 
which  must  be 'performed.  They  need  not  be  elaoorate.  Their  value 
does  not  lie  in  the  way  they  are  expressed  on  paper,  but  in  the  xlnd 
cf  thougnt  and  judgment  ehat  g-^es  into  them,  and  in  the  extent  to 
which  they  are  carried  out. 

Well  made  work  plans  enable  a man  to  be  s^ure  that  he  is  de- 
voting a proper  proportion  of  his  efforts  to  his  most  important  duties. 
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The  e scent.i .-^.1  s .of  worh  plans  are: 


1.  Lists  of  jots  (not  activities)  selected  as  far  as  prac- 
ticable, accoiding  to  their  priority. 

2.  Thinliing  cut  in  advance  jpast  hcv/  each  job  is  to  be  accom- 
plished and  seeing  to  i't  that  -everything  is  ready  when  the  time  comes. 

3.  Fixing  of  definite  responsibility  for  each  job  on  a 
specified  employee. 


h. 

which  can 


Fixing  of  a definite  time  for  the  completion  of  each  job 
be  completed  during  the  period  covered  by  the  plan. 


5.  Careful  grouping  of  jobs  and  adjustment  of  jobs,  to  each 
other  and  to  seasonal  conditions,  so  that  the  best  balance  of  work 
and  the  largest  total  output  will  result. 

6.  Follow  up,  checking  accomplishment  against  plan. 

Standards 

A standard  is  a test,  a neasr-re.  a rule  or  a reasonably  attain- 
able quantity  or  q-’jality  of  performance.  Standards  take  numerous 
forms  and  may  be  found  as  mininrom  requirements,  naximum  limits,  work- 
ing averages,  approved  practice,  or  frequency  standards.  Because 
standards  may  take  all  these  different  forms,  it  is  necessary  to 
state  in  connection  with  each  one  set  up  just  what  form  of  standard 
i t i s . 

Standards  are  either  working  standards  or  desired  standards 
depending  on  whether  they  are  the  best  that  can  be  attained  under  the 
present  limits  of  time,  money  and. other  conditions  or  whether  they 
are  regp^rded  as  adequate  to  produce  the  desired  results. 

A working  standard  is  an  attainable  measure  of  performance , 
adopted  after  consideration  of  all  the  factors  which  limit  performance 
A working  standard  may  be  identical  v^^ith  vvhat.is  re^rded  as  adequate 
to  accomplish  the  results  sought  or  may  be  less  than -what  is  adeq-oate 
because  a"»a.ilable  time,  money  and  other  conditions  do  not  permit  an  • 
adequate  degree  of  perforirpuice Where  working  standards  have  to  be 
fixed  at  something  less  xhan  an  adequate  degree  of;  performance  the 
reduction  from  adequate  performance  • should  be’  confined  to  those 
activities  of  lower  priority. 


A desired  standard  is  a measure  of  performance  or  accomplish- 
ment which  is  regarded  as  adequate  to  proauce  the  results  desired. 

The  fixing  of  standards  has  an  important  .use 
inconsistencies  in  intensiveness  of  administration. 
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in  Dringing  out 
If  desired 


standards  and  working  standards-  can  be  made  to  coincide  in  one 
region  but  not  in  another,  an  analysis  may  show'  discrepancies  in 
allotments  of  men  and  money  which  7;oiild  have  otherwise  reiDained  im- 
discovered.  If  desired  standards  for  performance  of  'work  or  the 
condition  of  reso-orces,  fixed  for  different  regions,  do  not  seem 
properly  correlated  an  Investigation  may  show  an  error  of  judgnent 
in  one  region  as  to  what  is  sufficient  to  accomplish  the  desired 
results.  The  fixing  of  standards  helps  in  discovering  and  correct- 
ing such  errors. 

Standards  should  be  so  fixed  that  each  job  v/ill  be  done  at 
the  time  and  place,  by  the  method,  and  with  the  equipment  which  has 
been  fo'ond  to  yield  the  greatest  results  for  the  least  effort. 

I^ch  time  must  necessarily  elapse  before  standards  applicable 
to  the  conditions  and  operations  in  the  Forest  Service  can  oe  de- 
veloped to  the  desired  point.  To  develop  standards  requires  hard 
v;ork  and  experiment.  It  is  important  first  to  get  a working  knowl- 
edge of  the  relation  of  standards  to  the  attainment  of  the  objec- 
tives of  the  Forest  Service;  and  second,  to  push  as  rapidly  as  pos- 
sible the  working  out  of  the  oest  condiiiions  and  operations  and  the 
expression  of  them  in  the  form  of  standards. 

Standards  of  work  must  first  of  all  be  closely  adjusted  to 
the  individual  job.  General  standards  can  seldom  be  applied  locally 
without  modifications;  and  general  standards  when  used  at  all  should 
grow  out  of  the  standards  developed  to  fit  the  individual  ranger 
districts  and  Forests. 

In  the  process  of  developing  the  best  in  conditions  and 
operations  and  also  in  setting  these  things  up  into  formal  standards 
each  forest  officer  has  an  opportunity  to  render  imTJortant  service 
by  developing  the  standards  adapted  to  his  work. 

The  essentials  in  working  out  standards  for  each  job  or  ad- 
ministrative unit  are  as  follows: 

1.  Determine  t:ie  results  to  be  sought, 

2.  List  the  steps  nr  jobs  necessary  to  their  acdXiplishment . 

3.  ^ork  out  for  each  step  or  job,  the  standards  as  to  qual- 
ity, quantity,  conditions,  and  methods  which  will  oest  promote  the 
accompllshinent  of  the  desired  resuliis. 

•Every  administrative  officer  will  be  expected  to  maxe  steady 
progress  in  the  development  of  standards  for  the  v/ork  for  -which  he 
is  responsible.  Work  plans  should  show  in  concise  form  or  contain 
a reference  to  the  working  standards  adopted  for  the  various  jobs 
or  groups  of  jobs  covered  by  the  plans.  As  rapidly  as  desired 


standards  are  formulated,  they  should  'oe  clearly  expressed,  either 
in  the  work  plans  themselves  or  in  some  form  for  ready  reference  In 
preparing  work  plans. 

Good  and  Bad  Practice  In  National 

Forest  Administration 


Supervisor’s  Practice  - Good 

To  remember  that  National  Forest  administration  is  not  a 
fixed  and  settled  thing;  that  me-chcds  must  necessarily  change  ana 
develop;  and  that  it  is  necessary  to  embrace  every  opport^onity  to 
learn  from  others  within  or  outside  the  Service, 

To  plan  every  trip  with  a definite  piirpose  or  purposes  in 

mind. 

To  use  system  in  lining  up  jobs  to  be  done  on  each  trip  and 
in  arranging  an  itinerary. 

To  get  out  on  the  job  with  the  ranger  to  the  extent  that  may 
be  necessary  to  acquire  first-hand  informa-cion  and  e:>5)erience  in  the 
work  the  ranger  has  to  do. 

To  employ  less  men  if  necessary  in  order  to  avoid  lack  of 
funds  for  essential  travel  by  field  workers. 

To  make  it  a habit  to  make  and  use  lists  - lists  of  thing^” 
to  take  up  with  rangers;  lists  of  things  to  be  done  upon  returning 
to  the  office;  lists  of  things  to  be  done  when  time' permits. 

To  adapt  methods  of  supervision  to  the  experience  and  ability 
of  the  individ-ical  rangers. 

In  trips  of  supervision  and'  inspection  to  avoid  unnecessary 
Interference  with  a district  ranger's  work  and  schedules  by  seeking 
opportunities  to  make  such  trips  conform  to  the  district  ranger's 
plan.  This  applies  equally  to  Inspection  trips  by  other  officers  as 
"well  as  supervisors. 

To  strike  a.  happy  niedi''cm  bet'ween  the  two  extremes  of  dealing 
with  the  district  ranger  as  a little  supervisor  and  dealing  with  him 
as  a laborer  to  vvhom  only  orders  are  given. 

To  know  at  ail  times  what  his  rangers  are  doing  and  how. 

To  knov:  at  all  timec  hvw  th®  actual  work  of  his  rangers  com- 
pares with  '.vhat  it  should  be. 
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To  seeir  con new  ways  for 
of  time  and  the  neohods  of  each  ranger 
capable  of  rendeiing. 


br:^ng:..ng  fie  planiiing  and 
uO  to  tne  osst  eacii  itan  r s 


To  avoid  giving  orders  when  the 
see  and  do  the  necessary  thing  without 


employee  .my  oe  expected  to 
orders. 


To  give  instructions  e.oplicit  enough 
they  should  be  whenever  orders  are  necessa-r, 
poor  use  of  time  oj  caDordi nates. 


to  get  things  done  as 
■ to  avoid  mistakes  or 


Eanger’  s Practice  - Good 

To  keep  lists  of  jobs  to  be  done  noting  each  piece  of  vvork 
promptly  when  attention  is  called  to  it. 

To  make  work  plans  take  rhe  form  of  plans  for  trips  to  be 
made  at  times  appropriate  for  the  region  concerned. 


To  extract  from  lists  of  jobs  to  be  done,  those  which  are 
ready  for  action  at  the  time  of  a trip  into  a region  and  make  a 
clean  sv'/eep  of  tlrose  jobs  v/hile  on  the  trip. 

To  see  to  it  that  eauipment,  forms,  information,  ere.,  which 
will  be  needed  in  liandling  the  jobs  listed  for  a given  trip  are 
procured  before  starting  out. 

To  stay  with  a .job  or  a trip  until  it  is  completed  thus  avoia- 
ing  a later  return  to  finish  uncompleted  work. 


To  take  time  tc  collect  inforrta.tion  as  to  the  location  of 
corners  and  land  lines  when  traveling.  This  is  particularly  im- 
portant in  the  vicinit.y  of  timber  or  other  operations  on  private 
lands. 

To  give  preference,  when  in  doubt,  to  horse  transportation 
as  a^lnst  automobile  transportation  over  the  district. 

To  cut  across  country  and  get  away  from  trails  and  roads  when 
traveling  afoot  or  on  horseback  in  order  to  secure  increased  ki<^wl- 
edge  of  resources  and  what  i s going  on  In  the  woods. 

To  make  trips  when  time  permits,  into  regions  which  do  not 
have  to  be  visited  on  regular  ousiness,  in  order  to  become  familiar 
with  all  parts  of  the  district. 

To  designate  regular  days  at  which  to  visit  central  points 
where  there  is  a consideraole  volume  of  business  to  transact  with 
Forest  users,  thus  avoiding  demoralization  of  work  D.y  special  trips 
to  take  care  of  special  requests. 
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To  get  users  in  the  haoit  of  foreseeing  their  neeas  and  mak- 
ing requests  for  permits,  etc.,  at  the  time  of  regular  visits  to 
central  points. 


To  gradually  extend  the  interval  between  visits  to  central 
points  'ontil  only  a proper  proportion  of  time  is  given  to  this  form 
of  service. 

To  go  equipped  with  necessary  camp  outfit  so  that  as  jobs 
turn  up  on  a trip  it  will  be  possible  to  complete  them. 

Ranger* s Practice  - Bad 

To  stay  at  headquarters  on  account  of  fire  danger  when  a 
dispatcher  is  also  held  at  some  central  point  to  start  necessary 
action  when  fires  are  reported. 

To  get  too  far  out  of  comm'oni cation  during  the  fire  season 
when  it  may  be  desirable  to  go  to  a fire  on  which  action  has  been 
star  ted. 

To  use  an  automobile  for  personal  transportation  when  the 
’.vork  could  be  done  with  horses  and  information  incidentally  col- 
lected regarding  resources  and  uses  of  the  forest  which  can  not  be 
seen  from  roads. 

To  fail  to  make  promptly,  records  which  may  oe  needed  later, 
of  things  seen  and  done . 

To  make  a trip  into  a region  or  to  a job  without  finishing 
up  the  work  to  be  done. 

To  neglect  to  make  systematic  trips  for  the  purpose  of  oe- 
coming  familiar  witii  parts  of  the  district  in  vvhich  no  business 
ordinarily  has  to  be  handled. 

To  do  office,  headquarters,  improvement  or  any  other  work 
during  the  active  field  season  v/hen  such  work  could  be  done  reason- 
ably well  if  postponed  until  the  winter  season,  and  v^hen  the  field 
season  time  can  be  used  on  administrative  work  of  hi^er  priority. 

To  perform  manua.i  labor  on  improvement  v/ork  when  essential 
administrative  work  has  to  be  postponed. 

To  fail  to  do  manual  labor  on  improvement  work  or  to  take 
charge  of  improvement  cre'ws  'when  no  essential  euiministrative  work 
will  have  to  be  neglected. 

To  permit  agreements  with  timoer  sale  operators  or  other 
users  to  require  visits  more  frequ-ently  than  called  for  by  the 
standard  practice  for  the  region. 
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Progressive^  Travel 

- Progressive  travel  is' necessary’ for -the  best  use  of  time  and 
is  required  of  all  officers^  of  the ■ Service'' regardless  of  the  form  o 
transportation  used.  Progressive  travel  is  particularly  important 
when  transportation  is  by  automobile  because  the  relative  ease  with 
which  distance  is  covered  in  an  automobile,  tends  to  obscure  the 
wastes  which;  occur  .if  .travel  is  not  -Systematized,  The  essential 
features  o.f  progressive  travel  are: 

1.  Lists  of  all  jabs  , to  be  done,  both  regular  and  special, 
kept  in  such  a way  that  when  a trip  is  planned  to  any  part  of  an 
admini  s.trative,  unit,  ail  - jobs  to.  be  done  which  lie  in  that  direc- 
tion will,  come,  up; , for  attention- and  the  route-  to  be  followed  deter- 
mined accordingly. 

2..^  Within  the  limits  of  practicability,  complete  equipment 
and  necessary,  forms  for  the  -work  planned  and  the  jobs  which"  may 
arise,  to  be  procured  in  advance  and-. :•  taken  on  the  trip. 

3.  A clean  sweep  as  far  as.practicable  of  all  the  work  to 
be  done  in  the  region  visited.  Go  from  headquarters  to  the  nearest 
job  in  the  direction  taken  thence  to  the  jiexz  job,  and  thus  zigzag 
from  job  to  job  until  a'. round  is  completed  over  the  whole  aomini  s- 
trative  unit  or  a logical:  division  of  the  -unit.  This  orderly  se- 
quence of  jobs  and  the  completion  of  each  job  before  going  to  the 
next  is  the  most  important' feature  of  progressive  travel.  Where  ef 
ficient  use  of  the ‘ time  of  a forest  officer  requires  it,  he  should 
be  prepared  to  camp  where  ni^t  overtakes  him  instea-d  of  using  time 
and  energy  going  to  and  from  headq;uar ter s or  some  distant  stopping 
place.  This  means  that  a pack  horse  is  usually  necessary  in  pro- 
gressive horse  travel  even  thou^.  the  camping  equipme^O-t  is  used 
infrequently, 

U.  While  on  a trip  go  to  see  every  user  and  visit  every 
place  within  reason  where  service  or  work  may  be  needed  before  the 
next  regular  trip.  This  practice  leads  users  to  make  their  wants 
known  when  a forest  officer  is  at  hand  instead  of  making  emergency 
demands  for  service  at  a later  date  when  wasteful  special  ’’’out  and 
back”  trips  must  be  made.  . - : 

Different  things  v;ill  interfere  with,  or  at  times  prevent, 
progressive  travel.  No  regrets,  need:  be  wasted  on ! the  time's  when 
adherence  to  the  principles  of  progressive  trav^el  is  impracticable; 
attention  should  be  concentratea  on  tne  dlff^calties  or  customs 
which  merely  seem  to  prevent  the  pract:<ce  which  a reasoiia-ble 
amo-iant  of  de temJ nation  will  remove. 


Importance  of  Good  Tools  and  j^ouipment 

•jood  forest  administration  is  possi'Dle  only  T7ith  good  equip- 
ment, 'bat  good  equipollent  is. -of.  lit  tie  5 avail.,  uni  ess.  SiCi  11,  and  care 
are  put  into  its  maintenance;  and.  use-.  ..  . • . 

It  is  the  policy  of  ther-S-ervice  as  rapidly  as.  funds  permit 
to  equip  all  porests  rath  good -.siiaticns,; and  other  luiidipgs,  good 
tools,  and  good, telephone  lines, and  trails.  .It  is  realized  that 
all  of  these  are  urgently  needed,  put  the  difficulty  of  securing 
the  requisite  funds  often  forces  the  acceptance  of  inequalities  in 
the  rate  at-  -c^hich  they,  can  he  supplied.  , ; - 


. : Ihe  Service  enpects  its  members  to;  equip  themselves  v/ith, 

good  horses  and  saddlery,  good  ..camp,,  .^d  personal  outfits,-  and  mii- 
f orms . ' - ■ 


•;  In;  all  these,;  a-  vorlonanlike  desi.re’for  the, best  possible 

methods  of  upkeep  ..and  .the^  highest.- attainable  skill  in  use,.',  is,  to 
be  encouraged' in  all  forest  officers.,  . 

■ . Ivlaintenance-  of  .-Q^uar.te.-rs  . ■ 

The  forest  officer  .in  immediate  charge  of  buildings  used  by 
•the -Service  vdll  be  help:  responsible  for  the  neatness,-  sanitary  con- 
dition,-and  repaix  in  -^hich  the  buildings,  and’ grounds;  .§re.  kept.' 


Dis-play  of  Advertising^  Matter  -in:?wang8r>  s offices-  .. . 

The  -Instructions  in  the  departmental  regulations  prohibiting 
the  display,  ocf  advertising  ma’tterr.ir..,  offices  apply  to  Ha'ngers*  as 
well  as  other  -offices  .of  the  .Fores.-t  Service..  , . • . 

Ins-oection  and  lollo-w-up  . ■ 


purpose  of  Inspec.tion  y-  •■=;.  •: 

The  purposes  of  j.inspecoio.n  arep 


1-  To  discover,  and.  determine 
plans  made,  accomplishment  in  relati 
the  methods  and  policies  en‘pio:/ed. 

2.  ■‘To  secure  the  stimulus  of 
instruction.  ' - - 


.the  extent  and  character  of 
on  .to  definite. -objectives,  and 

persoralJcontact  and  personal 

. - . * 'i 


Character  of  Inspection- 

Inspection  should  be  made  in  accordance  ’rith  a coordinated 
plan  which  shows  where  inspections  are  to  be  made,  when  they  vdll 
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be  i2ade,  what  information  is  to  he  sec'ored,  and  by  whom.  The  use 
of  detailed  notebook  forms  or  outlines  for  inspection  is  approved. 
These  should  aim  to  secure: 

a.  Thoroughness  of  inspection. 

h.  Sufficient  uniformity  for  purposes  of  comparison. 

c.  Decrease  of  paper  work  in  inspection  reports. 

d.  Becord  of  satisfactory  as  well  as  unsatisfactory  work. 

e.  Easy  and  adequate  follow-up. 

These  notebook  forms  and  outlines  do  not  necessarily  have  to 
be  printed.  Each  nan  can  make  his  own  form.  The  drawing  up  of 
such  forms  as  needed  will  facilitate  the  development  of  inspection 
practice  by  making  it  easy  to  try  out  new  ideas. 

A steady  development,  year  by  year,  of  infection  standards 
should  be  one  of  the  accomplishments  of  each  officer  responsible 
for  an  administrative  unit.  Inspection  outlines  should  he  reviewed 
or  revised  at  least  once  a year,  to  keep  them  up  to  date  on  quality, 
technique,  and  in  the  matter  of  relative  emphasis  on  different 
activities  or  different  phases  of  the  same  activity.  The  constant 
change  and  growth  in  the  policies  of  the  Service  makes  frequent 
revision  necessary  in  order  to  keep  outlines  from  becoming  obsolete. 
These  outlines  should  be  the  authoritative  expression  from  the  re- 
sponsible officer  as  to  what  is  essential  in  Forest  Service  activi- 
ties and  where  eaphasis  should  be  placed. 

The  practice  of  making  detailed  diary  analyses  is  an  effec- 
tive way  of  getting  at  the  facts  as  to  the  use  of  time  and  of  pro- 
viding the  necessary  starting  point  for  better  methods  and  results. 

Inspection,  to  be  effective  in  remedial  rr^easures,  .‘must  be 
frank.  Both  good  and  bad  work  must  be  freely  and  equally  discussed 
on  the  ground  with  the  officers  responsible.  As  a general  rule, 
nothing  should  go  into  the  v/ritten  record  which  has  not  been  so  dis- 
cussed. 

yrequenG.y  of  Inspection 

The  stimulus  afforded  by  constructive  inspection  should  not 
be  the  result  of  an  irregular  series  of  punches,  but  of  a steadily 
recurring,  helpful  pressure.  Tn  this  end  inspection  must  be  frequent. 
Frequency  standards  of  inspection  should  be  worked  out  for  ranger 
districts,  Forests  and  Uatlonal  Forest  districts. 

In  order  to  accomplish  proper  frequency  of  inspection  and  to 
make  the  most  of  each  inspector's  time,  it  is  approved  practice  to 
train  and  use  for  the  inspection  of  all  lines  of  v;ork,  all  men  v/ork- 
ing  from  Washington,  district,  and  supervisors  offices,  to  the  full- 
est extent  to  which  each  man  is  qualified. 
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PX.  Irisvectioti  Report  to  Officer  Inspected 

Beports  will  be  transmitted  to  the  officer  inspected  and,  in 
the  discretion  of  the  inspector,  such  portions  of  reports  as  will 
be  beneficial  to  other  officers  will  be  transmitted  to  them. 

■ Ibllow^Up 

The  impetus  given  by  inspections  must  be  maintained  by  sys- 
tematic follow-up  in  succeeding  inspections.  Only  in  this  way  can 
the  effectiveness  of  progress  through  inspection  be  determined. 

Follow-up  will  be  greatly  facilitated  by  the  use  of  the  note- 
book inspection  forms  and  by  similar  sic^lifications. 

Administrative  Audit 

All  records  and  adii^i strati ve  and  fl^iancial  business  should 
b©  checked  in  each  supervisor’s  office  at  least  once  every  tnre© 
years.  This  work  my  be  done  by  using  ijua lifted  icen  from  the  dis- 
trict office  during  the  winter  season,  or  a mn  of  the  ability  and 
experience  of  an  executive  assistant  my  be  assigned  to  this  study, 
together  with  the  breaking  in  of  new  forest  clerks  an^  relief 
clerks  in  supervisors’  offices, 

Diaries 

♦ 

Every  officer  is  required  to  keep  a diary  v;hile  in  the  field. 
Rangers  are  required  to  keep  a diary  both  when  in  the  field  and  when 
In  the  office.  The  diary  constitutes  an  official  record  of  the  pur- 
poses, movements,  and  action  or  results  of  each  day’s  work.  It 
■•^j^iould  be  written  before  the  close  of  each  day.  Supervisory  ofih- 
cers  and  inspectors  are  urged  to  read  diary  records  and  discuss  them 
with  the  men  concerned. 

Transfer  of  Forest  ^id  Bang:er  District  Head- 

quarters 

Moving  of  ranger  district  headquarters  must  oe  approved  by 
'”’tihe  district  forester,  and  moving  of  Forest  headquarters,  by  the 
F’orester.  When  a move  of  Forest  headqi-ar Tiers  is  first  seriously  con- 
sidered, the  Forester  should  be  writte  for  approval,  and  he  should 
be  kept  informed  of  all  further  develr  jments,  reasons  for  the  move, 
etc.  Absence  of  such  information  puts  the  Servirs  at  a disadvantage 
when  local  interests  protest  moves  regarding  which  the  Forester’s 
office  is  not  fully  iniormed. 

Similar  procedure  should  be  followed  between  supervisors  and 
district  foresters  v/hen  a move  of  ranger  district  headquarters  is 
contemplated. 
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The  district  forester  will  decide  whether  a proposed  move 
should  he  annoimced  end  discussed  wj  th  any  interested  groups  heiore 
taking  final  steps,  such  as  the  cancellation  of  old  leases  and  mak- 
ing arrangements  for  new  q^uartors.  The  Forest  Service  has  the  un- 
doubted right  to  determine  where  its  offices  shall  be  located,  but 
no  move  should  be  made  which  can  not  stand  the  test  of  advance 
publicity. 

Administrative  Guides 

It  is  intended  that  the  administrative  section  of  the  manna 1 
shou]-d  be  confined  to  statements  of  policy,  procedure,  and  instruc- 
tions for  'which  there  is  a clear  need  from  a general  Service  stand- 
point. This  leaves  a la.rge  field  of  rather  frequently  changing 
detailed  instructions  on  matters  of  district  policy  or  procedure. 

To  meet  these  district  needs  by  circular  letters,  except  temporarily, 
is.  ineffective  and  corfusing.  The  most  satisfactory  solution  is  a 
district  administrative  guide  or  handbook. 

Personal  Correspondence  Regarding  Official  Matters 

Warm  personal  relations  and  mutual  confidence  between  indi- 
viduals in  the  Forest  Service  is  one  of  our  great  assets,  and  is  a 
thing  to  be  encouraged.  It  is  inevitable  that  where  such  relations 
exist  the  personal  correspondence  between  the  men  concerned  will 
often  take  on  a semiofficial  nature,  and' this  is  not  to  be  condemned 
if  kept  within  limits.  This  habit  may,  however,  grow  to  extremes 
and  produce  undesirable  complications.  The  following  principles 
are  laid  down  as  a gpide  in  keeping  personal  correspondence  from 
usurping  functions  which  belong  to  official  correspondence  only, 

1.  Any  letter  intended  to  serve  as  a report  upon  official 
work  or  as  instructions  regardi'ng  official  work,  or  any  letter  which 
by  reason  of  the  information  it  conveys  should  be  part  of  the  Forest 
Service  record  in  any  matter  or  transaction,  and  available  in  the 
subsequent  review  or  inspection  of  that  record,  should  bear  an  offi- 
cial designation  and  be  directed  to  the  proper  officer  or  office  of 
the  Forest  Service, 

2.  Correspondence  to  ascertain  the  attitude  of  an  employee 
toward  a transfer  to  another  assignment  should  be  official  corre- 
spondence, directed  through  the  usual  channels  to  the  officer  con- 
cerned or  to  his  superior  officer.  There  is  no  objection  to  per- 
sonal correspondence  re^rding  transfers  after  the  matter  has  been 
definitely  taken  up  through  the  proper  units  of  the  organization. 

3.  Letters  setting  dates  or  mking  arrangements  for  con- 
ferences'or  inspections  should  be  official  and  addressed  to  the 
head  of  the  Service  unit  concerned. 
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U.  Beca.iise  a letter  is  confiden^ia.l  in  the  sense  that  it 
shoijid  be  protected  from  general  distribution  or  publicity,  or  be- 
cause it  is  desirable  that  it  be  read,  by  a particular  individual 
rather  than  by  some  one  who  may  be  acting  in  his  capacity  for  the 
time  being,  is  not  a reason  for  making  it  personal.  Such  letters, 
if  coining  within  the  classes  above  indicated,  should  be  officially 
designated  but  may  be  marked  ”conf idential"  on  the  first  page  and 
on  the  envelope,  or,  "For  the  attention  of  Mr.  Blank,”  or  ”To  oe 
opened  by  Mr.  Biarik  only," 

Official  Cor  re  spondence 


Signat-sares 


The  following  classes  of  correspondence  v/ill  be  signed  by 
the  Forester  or  Acting  Forester^ 

Letters  to  the  Secretary  of  Agriculture  or  memoers  of  his 
office;  letters  to  the  Chiefs  of  other  bureaus  and  to  the  Chief 
Clerk  of  the  Department;  letters  involving  matters  of  policy  af- 
fecting the  Service  as  a whole;  letters  which  in  the  judgment  of 
the  assistant  foresters  are  of  sufficient  importance  to  require  the 
signature  of  the  Forester;  and  letters  making  allotments  to  branche 
and  districts. 

The  following  classes  of  correspondence  will  be  signed  by 
the  district  forester  or  acting  district  forester: 

Letters  to  the  Forester;  letters  to  other  district  foresters 
and  T'fe.dison  Laboratory;  letters  to  officers  of  the  executive  de- 
partments who  are  not  in  Washington;  letters  to  agencies  and  repre- 
sentatives of  the  States  included  in  the  National  Forest  district, 
except  routine  correspondence  in  connection  with  cooperative  pro- 
jects. District  foresters  may  authorize  their  chiefs  of  finance 
and  accounts  to  sign  certain  classes  of  routine  correspondence  with 
the  Forester,  on  fiscal  mt ter s,  as  acting  district  forester.* 

Letters  signed  by  an  acting  district  forester  or  an  acting 
forest  supervisor  will  be  signed  in  the  following  fora: 

HFNEY  MOORF,  District  Forester,  (or  Forest  Supervisor) 

By  JAvlES  ELLIS,  Acting, 

Promptness  in  Handling  Correspondence 

Neglect  or  delay  in  handling  corre jpondence  slows  down  the 
flow  of  work  and  may  easily  kill  confidence  and  good  will.  Keep- 
ing correspondence  up  to  date  is  more  a matter  of  habit  than  any- 
thing else.  Except  in  rangers’  offices,  the  rule  should  be  that 
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not  later  than  the  third  day  after  the  aay  of  its>  recef^pt,  every 
letter,  whether  frcni  within  or  oats:de  the  Service,  saoulu  De 
answered  or  definite  action  looking  to  an  answer  should  he  started. 

If  more  than  a few  days  will  elapse  before  an  answer  to  a letter 
can  be  completed,  an  acknowledgnent  should  be  made  and  the  writer 
assured  that  his  comrruni cation  vviil  be  answered  'oy  a specified 
later  date,  unless  the  nat'ore  of  the  subject  makes  sucn  an  acknowl- 
edgm,ent  unnecessary.  • ' 

Keeping  Corre  gpondence  at  a M inim-gm 

All  short  cuts  which  do  not  cause  more  trouble  than  they  do 
good  are  encouraged.  It  is  approved  practice  to  refer  correspondence 
by  stamp;  to  return  a letter  of  which  no  copy  need  be  retained  with 
the  necessary  reply  written  in  longhand  on  the  bottom;  to  reply  by 
telephone;  and  to  provide  a space  for  approval  and  r^.te  and  send  a 
carbon  with  letters  requesting  approval  of  contemplated  action. 

Identi f ication  of  ^^teriel  Ivfe.iled  Separately  from  Letters 

When  it  is  necessary  to  mail  under  separate  cover  maps  or 
publications  referred  to  in  correspondence,  a slip  of  paper  bear- 
ing the  designation  and  date  of  the  letter  written  will  be  attached 
to  the  material.  In  case  stich  material  is  riailed  without  a letter 
of  transmittal,  it  must  in  every  case  be  accompanied  by  a slip  of 
paper  tearing  the  key  initials  of  the  branch  or  office  in  Washington 
or  the  office  or  section  in  the  district  office  for  which  it  is  in- 
tended . 


The  files  will  be  maintained  upon  a subjective  classification 
arranged  on  a self-inuexing  basis. 

The  complete  subjective  classification,  with  illustrations 
of  the  subject  designations  to  be  used  in  the  Washington,  district, 
and  supervisors’  offices,  is  given  in  a mimeographed  circular  headed 
"Subjects,  designations  and  filing  system."  This  classification  is 
standard  for  the  Forest  Service. 

As  a safeguard  ageunst  the  failure  of  authors  to  date  maps, 
statements,  or  memcrandtims  prepared  in  the  Forest  Service,  file 
clerks  iiiust  see  to  it  that  no  paper  without  date  and  initialing  or 
signature  is  filed. 

Transferring  Files 

Correspondence  -will  not  be  permitted  to  accumulate  unneces- 
sarily in  current  filing  equipment,  but  will  be  transferred  at  suit- 
able intervals  to  vvooden  transfer  units  cf  the  same  size  as  the 
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drawers  used  for  the  current  files.  ‘Ihe  series  of  guides  and  suD- 
guides  in  the  current  and  closed  files  will  he  identical.  Each 
folder  containing  files  to  he  transferred  will  he  marked  with  the 
filing  designation  and  the  period  covered,  and  placed  behind  the 
appropriate  guide  or  suhg-aide  with  the  folders  arranged  chrono- 
logically from  hack  to  front. 

Transfer  units  should  he  plainly  labeled  to  indicate  their 
contents. 

Destruction  of  Useless  Files 

In  accordance  with  general  permission  received  from  the 
Secretary  of  Agri cult-ore , the  district  foresters  have  authority  to 
destroy  correspondence,  documents,  records,  and  other  official 
papers  of  certain  classes  on  file  in  the  district  offices  which 
are  not  less  than  tliree  years  old  and  which  have  no  permanent  or 
historical  value,  and  to  provide  for  the  destr'oction  of  official 
papers  of  these  classes  on  file  in  the  offices  of  Forest  super- 
visors and  at  ranger  stations  in  their  respective  districts.  This 
practice  is  therefore  to  he  re^rded  as  part  of  the  regular  pro- 
gram of  transferring  the  files. 

Complete  instructions,  including  a schedule  of  file  subjects 
and  the  specific  method  of  disposing  of  the  material  filed  -under 
each  of  them,  are  furnished  in  the  mimeographed  circular,  "Destruc- 
tion of  Useless  Files,"  issued  It'Iarch  1^,  191^- 

Correspondence  Between  Supervisors  and  the  Forester  or  The 

Property  Assi stant 

Supervisors  may  correspond  directly  with  the  Forester  in 
routine  matters  regarding  photographic  work.  For  instructions  re- 
garding correspondence  with  the  Property  Assistant  see  pages  41  and  42. 

Form  of  Correspondence  for  Washington  and  District  Offices 

For  instructions  regarding  the  preparation  of  letters  for 
Secretary's  signature  see  regulations  of  the  Department. 

Spacing.  All  letters  v;ill  he  double  spaced  when  not  more 
than  one  page  is  required  for  the  letter,  hut  will  he  single  spaced 
when  the  letter  is  more  than  one  page  in  length. 

Margins.  Letters  of  not  less  than  one  full  page  should  have 
a margin  of  approximately  one  inch  at  each  side  of  the  page.  When 
a letter  occupies  less  than  one  full  page  the  margins  should  he  such 
as  to  give  it  a symmetrical  appearance. 
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NTjmbering  and  InitlalingJPa^eo.  'I'ne  pages  of  all  letters 
and  doc-aments  except  those  of  only  one  page  will  oe  nimDerea  a^^ 
the  bottom  of  the  page  in  the  midale . lo  give  spca-ce  lor  tne 
ber,  the  last  line  on  the  page  should  be  a-t  least  three  uaarters 
of  an  inch  from  the  bottom.  Fnen  a letter  rec^uires  more  than  one 
page,  all  pages  except  the  first  -.vill  bear  the  imtials^of  the  per- 
son addressed,  on  the  left  siue  on  a separate  line  at  tne  top, 
trinle  spaced  above  the  body  of  tne  letter , 


Fa-oer.  Correspondence  and  final  reports  will  De  v/ritten  on 
white  paper,  and  all  memoranaums  and  scratch  copies,  even  tnougn 
type'vrl tten,  on  yellow  paper. 

Date.  The  date  should  oe  half  an  inch  oelow  tne  lov/est 
printed  line  on  the  letterhead.  The  month  snould  not  be  aDorevi- 
ated.  Figures  alone  should  be  used  for  the  aay,  as  ’’March  3C." 

Letters  prepared  for  the  Secretary' s signature  should  not 
be  dated.  The  dates  v/ill  be  inserted  by  the  Secretary’ s File  Doom 
prior  to  the  revurn  of  the  letters  to  the  Forest  Service. 


Address.  The  name  axid  address  should  oe  douole  spaced  when 
it  requires  out  two  lines,  and  single  spaced  if  more  than  two. 


Special  care  will  be  taken  to  prefix  the  correct  title 
either  official  or  honorary.  . 


Ordinarily  Government  ofiicia 
Forest  Service,  will  oe  addressed  by 
The  titles  will  be  emitted  from  left 


Is,  including  officers  of  the 
their  official  titles  only, 
ers  written  to  members  of  the 


Service  by  name . 


Salutation.  "Dear  Sir"  should  be  ordiriarily  used  unless 
the  letter  answered  has  a more  intimate  form  of  salutation.  Only 
in  very  formal  letters  should  "Sir”  be  used.  Titles  should  be 
WTitten  out. 


C om.p  I i men  tar  y C lo  se  . With  "Sir"  use  "Very  Ee  spec  t fully"; 

with  "Dear  Sir",  "Very  truly  yours";  with  "Dear  Mr. " or  liy 

dear  Mr. ",  "Very  sincerely  yours." 


Form  of  Acknowledgment  - Eeference  to  ICey 

Initial.  For  acknov^ledgzients  or  replies  to  the  public,  the  initi 
sentence  should  usually  be  in  this  form:  "Yo'ur  letter  of  I/iarch  3 
is  received’,  in  corre spondence  between  the  various  offices  ot  the 
Service  reference  should  also  be  made  to  the  key  initials  on  the 
fetter  answered^  Including  the  case  or  subject  designation  if  its 
designation  differs  from  the  one  to  oe  used  in  reply. 
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Ppnctu^_fcJ_r^.  It  should  be  borne  in  mir.d  that  the  purpose 
of  purictuati  on  is  a clear  under  standing  of  the  text  by  the  reader. 
Too  little  punctuation  is  alnost  as  bad  as  too  much. 

Te le gr g.ir s . Numbers  should  oe  e::pr eased  in  v;ords.  Ordinal 
numbers  should  not  be  abbreviated. 

The  following  style  of  address  should  be  used  in  all  offi- 
cial telegrams: 

To  Washington  office: 

Forest  Service,  Washington,  F.  C. 

To  District  Offices: 

Forest  Service,  San  Francisco,  Calif. 

To  1/Iadison  Laboratory: 

Forest  Service,  Madison,  Wis. 

To  Property  Assistant: 

Haynie , Forest  Ser%’ice,  Ogden,  Utah. 

To  Supervisors: 

Forest  Service,  Prescott,  Ariz. 

*In  telegrams  only  the  first  word  of  the  message  and  proper 
names  will  be  capitalised  and  punct.u3.tion  including  words  indi- 
cating punctuation  in  the  body  of  the  message  will  not  be  used  ex- 
cept to  indicate  quotations,  and  to  indicate  a period  when  such 
action  is  necessary  to  make  suj’e  that  the  meaning  of  the  telegram 
will  be  clear. 

The  Forest  Fadge 

The  Forest  officer  is  supplied  with  a badge  which  serves  as 
evidence  of  his  authority  as  an  officer  of  the  Forest  Service.  It 
should  be  worn  just  above  the  position  of  the  left  breast  shirt 
pocket,  or  in  the  corresponding  position  on  the  vest  when  one  is 
worn.  Every  precaution  must  be  taken  against  the  loss  of  badges 


*Where  a Forest  supervisor  is  located- in  the  same  tov/n  with 
a district  forester  but  i s in  a separate  building  he  should  be  ad- 
dre  ssed . 

^Forest  Service 

CLast  name  of  Supe r vi so r ) 


(Name  of  town  and  state 


T 

; 
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or  their  possession  hy  persons  not  authorized  to  v/ear  tnera.  Broken 
or  vYorn-ont  baages  should  be  ret'orned  to  t’ne  hr  openly  Assistant  for 
repair  or  replacement. 

The  following  conditions  should  govern  in  the  vvaaring  of  the 
small  and  large  badges. 

1.  The  small  badge  is  furnished  primarily  as  an  optional 
feature  of  the  standard  uniform,  and  as  such  should  be  worn  on  the 
left  side  at  the  lower  seam  of  the  yoke  of  the  uniform  coat.  The 
small  badge  may  also  be  worn  on  other  garments  than  -uniform  coats. 

b.  The  large  badge  is  more  appropriate  for  field  -use  and 
will  be  worn  on  field  shirts  of  employees  on  field  uuty. 

3.  The  small  bauge  is  available  for  wear  by  the  women  em- 
ployees w’-ho  desire  to  do  so;  and  this  'use  should  be  encouraged. 

Use  of  Flag 

The  regular  use  of  the  National  colors  is  desired  and  ex- 
pected at  all  but  the  anallest  and  most  temporary  camps,  and  is  re- 
quired during  business  ho-urs  at  all  ranger,  Forest,  and  district 
headquarters.  All  headquarters  must  be  provided  with  suitable  facil 
ities  for  flying  the  flag.  When  at  half-staff  the  flag  is  lowered 
only  the  'width  of  the  flag  itself  from  xhe  top  of  the  staff.  Worn 
and  soiled  flags  sho'uld  be  used  during  stormy  weather  only,  and  v/hen 
no  lo'nger  presentable  should  be  promptly  condemned  and  destroyed. 

The  flag  should  not  oe  left  flying  at  ni All  power  launches 
when  in  commission  either  while  -onder  way  or  in  port  must  fly  the 
flag  at  the  stern. 

The  use  of  the  Forest  Service  flag  at  stations,  camps  and  on 
launches  is  enco-iuraged . 

Various  sizes  of  flags  may  be  had  on  requisition. 

Field  Printing 

No  field  printing  'will  oe  aone  wholly  or  in  part  at  Govern- 
ment expense  ■'aniess  authorized  by  the  Joint  Committee  on  Printing. 
The  authority  for  such  printing  must  be  ootained  in  advance  t'nrou^n 
the  Washington  office. 

Binding  can  be  performed  only  by  the  Government  Printing 
Office,  since  such  'Work  can  not  be  classed  as  emergency.  The  term 
’’oi'nding'’  does  not  apply  to  the  oxapling  together  of  mimeograph 
sheets,  s'uch  as  the  Service  Bulletin,  conference  reporto,  ana  sim- 
ilar matter. 


i-ivert  j sing 


Annual  letters  of  authorisation  from  the  Forester  to  the 
district  foresters  and  from  the  districc  foresters  to  supervisors 
will  contain  authority  to  piiblj  sh  such  advertisements  as  may  be 
necessary  in  such  newspapers  as  will  best  serve  the  interests  of 
the  work  in  hand.  Special  letters  requesting  authority  to  adver- 
tise in  specific  newspapers  are  not  necessary. 

Service  Directory 


Semiannually  a directory  is  issued  for  the  exclusive  use  of 
members  of  the  Service  and  cooperating  bureaus.  Names  and  addresses 
of  men  in  charge  of  principa.l  administrative  units  are  given.  Names 
and  assignments  of  principal  assi  stants  to  officers  in  charge  of 
administrative  -onits  other  than  ranger  districts  are  also  given. 

Uniforms 


HEC-.  A.-l.  FOREST  OFFICTUcS  AND  MFLOYFES  ASSICtNED  TO  FIELD 
DUTY  MAY  2E  REqUIRED,  UNDER  SUOH  CONDITIONS  AS  THE  FjRESTER  MAY 
FRSSCRIEE,  TO  FUFNISH  AT  HHEJR  OWN  EXPENSE  CLOTHING  OF  STANDARD 
DESIGNS  MD  fdATEP.IiiI.S  FOR  THEIR  PEF.SONAL  USE  IN  'THE  PERPCRIVLANCE  OF 
OFFICIAL  DUTY. 


SPECIFICATIONS  FOR  STANDARD  FOREST  SERVICE  UITIFORJrl 
Color. — Forestry  green. 

Fabric . — Unfinished  worsted,  weight  I3,  lb,  IS,  or  DC  oz. 
Serge,  weight  12,  14  or  lb  oz.  Whipcord,  weight  lb  or  IS  oz. 

Cotton  khaki.  Unfinished  worsted  standard  graue  stamped  ’’Forestry,’* 
manufactured  by  Anerican  Woolen  Company.  Smndard  grade  whipcord 
ma-nufact-ured  by  Lc^ris  Walthers  Ivianuiacturing  Company. 


Goat 


Modified  Norfolk. — Three  button,  single  breasted,  notched 
collar,  semi -form  fitting,  yoke  on  back  and  front,  belt  at  natural 
waist  line  stitched  on  ana  bottom  'ouLttcn  in  center  of  belt.  Box 
plait  1"3/^  inch  wide  on  each  front  extending  from  bottom  of  yoke 
•cc  top  edge  of  belt.  Box  plait  2 Inches  wide  in  center  of  back  ex- 
tending from  bottom  of  yoke  to  top  edge  of  belt.  Vent  in  back  ex- 
tending up  to  belt.  T.vc  side  patch  pockets,  3 inches  wio.e  and  9 
inches  deep,  fitted  with  flaps  rounded  at  corners,  3 inches  deep  in 
center  and  secured  with  hole  and  button.  Inside  pocket  right  breast. 
Outside  pocket  left  breast,  opening  ^onder  plait.  Coat  may  be  one- 
q:'ja.rter  lined  or  full  lined.  Body  lining  to  be  of  good  quality, 
drxable  Italian  cloth  or  serge  of  proper  shade.  Sleeve  linings, 
canvas,  and  other  trimuings  to  be  of  good  q;aalit.y. 
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Optional  Features. — 'B.vo  box  plaits  in  back.  Four  button 
style  with  loose  belt.  Full  lining.  Special  shoulder  padding. 

Back  without  vent. 

Breeche  s 

To  be  cut  medium  or  full  in  thi^s,  laced  in  side  seam  from 
about  2 inches  below  the  knee  to  the  bottom.  Knee  strapping  of  buck 
skin,  or  same  material  as  breeches,  to  extend  well  over  the  knee  cap 
and  far  enough  above  and  below  the  knee  to  give  ample  protection. 

Two  front  top  pockets;  two  hip  and  one  watch  front  pockets  with  hole 
and  button.  Hip  pockets  v/ith  flap  to  button.  Six  belt  loops  to  en- 
gage l-l/ 2 inch  belt,  or  side  tunnels  with  one  loop  at  front  end  of 
each  front  pocket  and  one  loop  l-l/ 2 inches  do-^  from  top  of  seat 
seam.  Fly  and  suspender  buttons  of  ivory,  suspender  buttons  on  in- 
side. Pockets  to  be  made  of  good  durable  pocketing,  other  trimnings 
to  be  of  good  qualfty. 

Trousers 

Strai^t  cut  without  cuffs.  Two  side,  two  hip,  and  one 
watch  pocket.  Hip  pockets  with  flap  to  button.  Six  belt  loops  to 
engage  1-1/2  inch  belt  or  side  tunnels  with  one  loop  on  each  front 
and  one  loop  l-l/ 2 inches  down  from  top  of  edge  of  seat  se^.  Fly 
and  suspender  buttons  of  ivory.  Suspender  buttons  on  inside.  Pock- 
ets to  be  made  of  good  durable  pocketing,  other  trinmings  to  be  of 
good  quality. 

Buttons 

Vegetable  ivory  buttons  bearing  pine  tree  design  and  legend 
as  approved  by  the  Forest  Service.  Color  to  harmonize  with  uniform. 
Standard  buttons  manufactured  by  Water  bury  Button  Company. 

Hat 


Color . — Gray  (Belgian  Belly). 

Quality. — Hutria  or  better. 

Style . — Western  low  sombrero  or  soft  Stetson,  Height  of 
crown  and  width  and  style  of  brim,  optiional  with  wearer. 

Puttees 

Color . --Bark  tan. 

i!<^ter  jal . --Pig  sx:in  or  cowhide. 

Spiral  Putteeg 

Color . --Fore stry  green  preferred. 

Fabric . — Woven  wool en  c lo th , cordovan,  « tc . 

3t.yle . — IVfen’s  army  style  spiral  puttca#. 
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Shirt 


Color . --Forestry  green  or  olive  drab. 

Fabr j c . --Flannel,  khaki,  or  other  material  harmonizing  with 
uniform. 

Style . — Soft,  flat  or  band  collar  with  links,  two  large 
button-dovin  pockets.  Forest  Service  'feuttons.  White  shirt  with 
soft  or  stiff  collar  optional. 

Necktie 

Color . — Black  or  dark  green. 

Fabric . — Optional . 

Style  . — Opt  i onal . 

For  Optional  Wear 

Ve  st 

Color . — Forestry  green. 

Fabric . — Unfinished  worsted,  weight  13,  l6,  IS,  or  20  oz. 
Serge,  weight  12,  lU,  or  lb  oz.  Whipcord,  weight  lb  or  IS  oz. 
Cotton  khaki. 

Style . --Single  breasted,  high  cut  style,  4 outside  pockets, 

1 inside  pocket,  right  breast,  Forest  Service  buttons. 

Cruising  Coat 

Comnonly  worn  in  the  Northwest.  Patented  coat  is  obtainable 
in  lb  o'once  forestry  fabric  from  the  manufacturer  C.  C.  Filson  Com- 
pany, 1011  First  Avenue,  Seattle,  Washington.  A similar  garment  at 
a more  reasonable  price  is  manufactured  by  the  Oregon  City  Woolen 
Mills  of  Oregon  City,  Oregon. 


Khaki.  Cruisers  Shirt 

High  Topped  Shoes  or  Riding  Boots 

In  lieu  of  puttees  or  spirals. 
Mackinaw  Coat 


Color . — Fore  s try  green . 

Fabric. — Heavy  nackinaw  worsted. 

Style . — Subject  to  modification  by  manufacturers  or  in  ac- 
cordance with  personal  preference.  Cut  flush  at  neck;  4 button, 
double  breasted;  2 side  pockets  S inches  wide  and  9 inches  deep, 
fitted  with  round  corner  button  flaps  3 inches  deep  at  center;  in- 
side pocket  right  breast;  3 -inch  belt  with  two  buttons  held  by  three 
belt  loops;  Forest  Service  Buttons. 
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Cap 


Color . — Forestry  green. 

Fa^liric  . — Heavy  worsted. 

Style . --English  army  officers  fatigue  cap,  or  golf  cap,  scant 
fullness,  flexible  leather  visor. 

Acceptance  _of  ^ificiail  Fa:>Tnents  by  Forest  Officers 

Paragraph  12  of  the  Fiscal  Regulations  prohibits  Forest  offi- 
cers, other  than  bonded  fiscal  agents,  from  receiving  money  or  re- 
mittances of  any  character  for  the  account  of  the  United  States,  un- 
less specifica,lly  authorized  by  the  Secretary  in  writing.  The  De- 
partmental regulations  ere  in  no  wise  intended  to  prohibit  rangers 
and  others  from  fully  cooperating  with  forest  users  in  the  matter  of 
the  pa;>Tnent  of  forest  fees.  Should  it  appear  to  the  best  interest 
of  the  Service  in  special  cases  or  in  certain  localities,  as  well  as 
an  accommobat j on  to  the  user,  for  rangers  and  others  to  accept  for 
trananission  to  the  desigriated  fiscal  agent  drafts,  mone^/  orders,  etc 
when  drawn  in  proper  form,  sviCh  officers  are  authorized  to  proceed 
accordingly  with  the  approval  of  the  supervisor;  but  this  practice 
must  be  very  closely  guarded  and  checked.  In  cases  of  this  character 
the  rangers  act  merely  as  transmittal  officers,  rather  than  as  fiscal 
officers  "receiving  moneys  for  the  account  of  the  United  States." 
Under  no  circumstances,  however,  'will  rangers  or  other  forest  offi- 
cers receive  money  due  the  Government,  other  than  as  trananittal  offi 
cers,  unless  authorized  in  advance  by  the  Secretary. 

Simplification  of  Routine  Office  and  Field  Work 


Simplification  of  routine  office  and  field  w^ork  is  recognized 
as  a project  to  which  all  members  of  the  Service  should  devote  at- 
tention in  cormiection  with  their  regular  'woi'k.  Each  branch  chief 
is  responsible  in  his  own  field  and  the  Associate  Forester  is  re- 
sponsible for  correlation  and  follow-up,  i 

j 

Each  branch  chief  will  be  required  to  get  the  approval  of  the 
Associate  Forester  for  any  rejection  of  a recommendation  oy  a dis- 
trict forester  for  sinplification  or  eliEiination  of  work;  also  to 
get  his  assent  to  any  material  delay  necessary  in  handling. any  such 
recommendation.  It  will  be  the  responsibility  of  the  Associate 
Fore.ster  to  see  to  it  that  no  opportunity  for  desirable  simplifica- 
tion is  lost. 

Every  request  icr  new  or  special  reports  or  for  new  work  not 
covered  by  an  approved  program  of  work,  vrill  be  signed  by  the  Asso- 
ciate Forester  or  Acting  Forester  and  it- will  be  his  re sponsioi lity 
to  mke  sure  that  no  new  work  or  reports  are  required  'onless  clearly 
justified  in  the  face  of  other  demands  on  the  time  of  the  organiza- 
tion, or  unless  required  by  other  Governmental  agencies.  No  reports 
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will  be  called  for  if  the  needs  can  be  reasonably  net  from  other 
reports  v;hicli  liave  been  or  will  be  submitted.  The  form  and  extent 
of  reports  will  be  limited  to  what  v/ill  satisfy  the  essentials  of 
approved  needs  for  information.  This  procediure  does  not  apply  to 
requests  for  information  or  reports  on  case  work  '-vhich  are  a part 
of  the  routine  of  a branch. 


Equipment 

In  this  portion  of  the  i^nuai  are  given  existing  policies 
and  instructions  governing  the  piorchase  and  distribution  of  stand- 
ard articles  of  equipment  and  supplies  with  particular  reference  to 
the  functions  of  the  Ogden  Supply  Depot.  Impox’tant  instructions  re- 
garding use  of  equipment  and  supplies  are  also  included. 

A supply  depot  is  maintained  at  Washington  for  District  7, 
and  the  Washington  office.  The  following  policies  and  instructions 
regarding  the  Ogden  Siipply  Depot  will  be  observed  at  the  Washington 
Depot  with  such  variations  as  the  difference  in  circumstances  re- 
quire s . 

A list  of  certain  important  standard  articles  of  equipment  is 
given  in  the  mimeographed  "Equipment  Cifculau"  which  includes  de- 
tailed specifications  in  so  far  as  experience  has  shown  the  publica- 
tion of  such  specifications  to  be  desirable.  Lists  designated  by 
number  will  be  issued  from  time  to  time  for  use  of  requisitioning  of- 
ficers in  obtaining  equipment  and  supplies  from  the  Ogden  Depot. 

Ogden  Supply  Depot  - Its  Functions 

The  Ogden  Supply  Depot  is  under  the  management  of  the  Property 
Assistant  and  Purchasing  Agent,  who  ha,s  five  general  functions  as 
follows: 

(1)  To  buy  centrally;  standard  supplies  and  equipment  Vvhich  are 
in  ccmmon  use,  to  the  extent  that  experience  proves  that  such  central 
purchase  makes  for  economy  of  time,  effort  and  money; 

(2)  Allotments  permitting,  to  maintain  an  adequate  stock  of  stand- 
ard articles  of  equipment  and  supplies  subject  to  requisition  as  needed 
by  the  various  organizations  of  the  Service; 

(3)  To  determine  actual  needs  as  far  as  it  is  possible  for  him  to 
do  so  and  to  fill  requisitions  promptly  up  to  that  limit; 

(4)  To  get  good  judgment  practicea  in  requisi  tioning  and  in  use 
of  supplies  and  equipment.  This  may  call  for  the  devising  of  special 
systems  and -the  working  out  of  special  procedures  from  time  to  time 
In  order  to  safeguard  Service  interests  against  tendencies  toward 
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..Waste fu?l  practices  that  tend  to  develop  where  soir/? thing  apparently 
Is  gotten  for  nothing; 

(5)  To  confer  with  distri(?t  foresters  as  to  district  purchasing 
practices  and  specifications  used  in  their  purchasing  activities; 
to  inspect  district  practice  and  suggest  improved  methods,  acting 
as  a representative  of  the  branch  of  operation;  and,  to  aid  district 
foresters  with  depot  facilities  in  all  features  of  their  purchasing 
work,  so  far  as  It.  is  practicable  to  do  so. 

* * • ^ , 

The  District  Forester* s Responsibility 

Requisi tioning  supplies  from  the  supply  depot  is  identical 
to  the  v;rlting  of  an  order  for  goods  the  cost  of  which  is  a drain 
on  finances  for  which  the  writer  is  not  responsible.  As  a conse- 
cjuence,  it  naturally  follows  that  values  involved  in  a requisition 
are  likely  to  be  overlooked. 

The  allotment  to  the  supply  depot*  is  siinply  money  held  and 
spent  in  trust  for,  the  districts  by  the  purchasing  agent.  The  nearer 
the  demand  for  routine  supplies  can  be  brought  to  the  amoiint  of  actu- 
al requirements,  just  so  much  larger  will  be  the  sum  available  for 
the  purchase  of  important  fire  control  equipment,  the  need  for  which 
is  keenly  felt  in  most  quarters.  In  preparing  requisitions  there 
should  be  the  same  careful  weiring  of  need  a^inst  cost  which  usu- 
ally takes  place  In  determining  the  justification  for  a proposed 
purchase  payable  from  a district  or  a Forest  allotment. 

Absence  of  such  thought  results  in  leaks  at  three  principal 
points  as  follows: 

(1)  Over  supplying;  thus  increasing  investment  in  dead  stocks. 

(2)  Poor  economy,  in  use  of  supplies  because  they  cost  the  user 
nothing. 

(3)  Ia.ck  of  free  movement  of  stocks  of  used  equipment  between 
Forests  or  between  districts. 

In  spite  of  such  leaks  as  occur,  the  ^in  through  centralized 
purchase  of  standard  articles  over  decentralized  buying  is  believed 
to  be  important  and  W'ell  worth  while. 

The  administration  of  the  depot  can  not  rest  upon  that  fact 
alone.  It  must  pursue  the  traditional  financial  policy  of  the  Ser- 
vice. Its  efforts  to  stop  leaks  must  be  vigorous  and  positive. 

The  Property  Assistant's  position  distinctly  limits  his  range 
of  action  in  this  respect.  The  kind  of.  control  that  will  bring 
about  and  maintain  the  proper  standards  of  thrift  must  come  from 
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the  district;  forester  3-nd  tiae  supervisor.  The  district  forester’s 
responsibilities  in  this  field  are: 


(1)  To  prevent  as  far  as  possible,  extravagance  in  requisi- 
tioning and  use  of  depot  materials,  and  to  take  the  same  steps  to 
discover  and  to  suppress  •'onwise  practices  as  would  be  done  in  the 
management  of  district  finances. 

(2)  In  acting  on  requisitions  for  nonexpendable  equipment,  to 
see  to  it  chat  the  property  record  cards  are  consulted  ana  that 
this  record  is  made  to  serve  in  securing  the  best  possiole  distri- 
bution and  use  of  equipment  v;ithin  the  district  and  within  the 
Service . 

(3)  To  report  all  surplus  stocks  bn  March  first  of  each  year 
to  the  Property  Assistant, 

Instances  of  excess  stocks  of  articles  supplied  by  Ogden 
will  be  noted  by  Vvashington  mspectors  as  an  evidence  of  weakness 
in  a district  forester’s  control  in  this  respect. 

Financial  Policy  • . - • . ‘ 

The  supply  depot  allotment  is  relatively. ^all  compared  . 
with  total  Service  expenditures  for  suppli-es:  ' ‘ In  the  aggregate, 
district  p-ui'chases  embrace  a wider  range  of  articles  and  reach  a 
larger  total  than  do  the  purcliases  made  ..by  the  Property  Assistant, 
Districts  also  bu^^  independently  certain  articles  now  supplied  in 
part  from  the  depot.  In  view  of  these  facts,  the  depot  position 
in  the  purchasing  field  needs  to  be  definitely  established  and  the 
use  of  f^jinds  allotted  to  it  clearly  outlined. 

Use  of  Depot  Funds  Supply  depot  funds  v/iil  be  used  to  fU3'- 
nish,  as  far  as  it  is  good  business  to  do  so: 

(1)  Artie -Is  s of  s^upplies  and  equipment  for  universal  use. 


(2)  Articles  in  general  use  where  there  is  a clear  possibility 
of  saving  money  oy  ouying  centrally  for  the  Service^  or  where  there 
is  a need  to  assist,  the  districts  to  ouild  up  supplies  of  urgently- 
needed  articles,  such  as  fire  control  equipment,  for  e^sample . 

(3)  Articles  of  experimental  nat<jre  which -posse important 
prospective  value  x-or  general  or  universal  use  .in  pari;icular  activi- 
ties. 


<^>orre  spondence 

Boutine  Correspondence.  — Eoutine  le t ter s o f trahj^ii t tal  and 
memoranda  of  explanations  concerning  articles  of  expendable  supplies 
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and  equipment  will  go  directly  from  the  superTisor  to  the  property 
assistant . 


Memoranda  or  routine  letters  enpl?dning  shortages  in  consign- 
ments of  expendable  equipment  and  changes  made  in  requisitions  not 
involving  points  of  policy  or  the  questioning  of  the  amo^mts  of 
articles  requisitioned  will  pass  directly  from  the  property  assistan 
to  supervisors. 

Other  Corre spondence . — Correspondence  originating  in  the 
depot  about  all  other  matters,  even  though  it  does  refer  to  Forest 
matters,  will  be  addressed  to  district  foresters.  Carbon  copies  of 
letters  will  be  enclosed  if  a Forest  is  concerned.  Ccrre spondence 
originating  on  the  Forests  and  relating  to  matters  other  than  those 
specified  in  the  preceding  pa.ragraph,  regarding  supply  depot  affairs 
will  be  addressed  to  the  district  forester.  If  in  the  district 
forester’s  opinion  points  covered  by  such  correspondence  should  De 
taken  up  with  the  property  assistant,  he  will  do  so  in  bne  usual  way 

PURCHASING  POLICY  AND  INSTRUCTIONS 

Under  the  general  financial  policy  outlined  in  a preceding 
section,  the  following  details  are  included  for  the  guidance  of  the 
field. 

Nonstandard  Articles. — Excepting  for  experimental  purposes, 
the  supply  depot  allotment  v;ill  not  be  used  to  buy  nonstandard 
articles.  Lists  1 to  5 include  all  standard  articles. 

P-or  cha  se  of  Nonstandard . Ar  ti  c le  s . - -When  requested,  if  there 
is  a Service  or  financial  advantage  involved,  zhe  property  assistant 
will  buy  for  districts  or  other  units,  nonstanoara  articles  charge- 
able to  funds  under  control  of  the  unit  initiating  the  request.  If, 
however,  the  districts  can  buy  directly  v>^ith  equal  advantage,  that 
course  shoula  be  followed. 

Each  requisition  for  the  purchase  of  nonstandard  articles 
will  indicate  by  the  v;ording  "Payable  from  district  funds,"  or  by 
some  other  appropriate  phrase,  that  money, to  cover  purchase  price 
and  forvvardlng  charges  is  available. 

Articles  Suspended  from  Purchase  from  Depot  Funds 

As  administrative  units  become  fully  equipped  with  articles 
of  long  life  (such  as  furniture,  for  instance),  further  purcliase  of 
such  articles  may  be  suspended  for  indefinite  periods  in  order  that 
funds  may  be  released  for  the  purchase  of  more  urgently  needed 
equipment.  Detailed  lists  and  policy  statements  concerning  this 
plan  will  be  issued  by  the  Forester  as  the  occasion  may  reqult'e. 


Ar  t ;^c  le  s JDi  scont  ir^iel  at  the  t 

As  required,  lists  inaioatiiig  articles  aiscontinaed  at  the 
supply  depot  Vvill  be  issued  by  the  property  assls'cant. 

Purchase  of  Fjre  Contrcl  I^qujpiaent 

A principal  anneal  objective  of  t'ne  supply  depot  j s to  make 
available  the  maxin'sai  amount  of  money  for  equipment  needed  in  fire 
control.  The  standard  of  economy  established  oy  the  field  forces 
in  their  demands  upon  the  supply  depot  for  routine  supplies  largely 
controls  the  s'jm  that  can  be  so  spent. 

Fire  Control  Egu-ioment.  not  keut  in  Stock . - -E quipment  of  this 
classification,  water  bags,  v/ater  buckets,  knapsacks,  and  panteens 
excepted,  ordinarily  is  not  kept  in  stock.  Instead,  such  materials 
are  shipped  to  districts  as  acquired. 

Purchasing  Plan. --On  1 of  each  year  Forms  bo9  ''Vlil  be 
sent  to  the  districts  in  duplicate  by  the  property  assistant.  Upon 
them  will  be  indicated  articles  to  be  bought.  In  column  2 the  prop- 
erty assistant  v;ill  show  the  tentative  distribution  to  each  district 
of  the  articles  on  the  p^urchase  program.  In  cokemn  e-  the  district 
forester  will  show  the  immediate  need  for  articles  listed  for  pur-  ' 
chase.  In  colurm  3 dj  stri-st  forester  Vvi.ll  ind-ica.te  tna  quantity 
of  each  article  on  the  purchase  preguam,  if  any,  that  ne  desires  to 
have  included  and  charged  to  district  kinds.  Column  b will  be  left 
blank  for  use  of  the  property  a-ssistant.  One  copy  of  the  form  will 
be  returned  to  the  supply  depot  to  reach  Cgaen  not  later  than  Ivlay  23 
or  December' 23,  a-s  the  case  nay  be. 

Small  Purchases  not  Prof i table . --Centralized  purchase  of  fire 
control  equipment  will  be  profitable  only  if  large  quantities  are 
bought.  A.S  a rule,  therefore,  depot  Duying  will  be  confined  to  a 
limited  nunDer  of  items.  &iall  lots  can  be  purchased  more  expedi- 
tiously and  economically  by  the  district  forester  from  local  Jobbers. 

IVIade  to  Order  Equipment . --Starred  articles  of  Form  669  must, 
in  whole  or  in  part,  be  rnanm^actured  wholly  or  partly  to  order.  To 
buy  such  articles  in  small  lots  will  not  pay.  The  reason,  then,  for 
suggesting  consolidation  of  orders  of  all  districts  is  obvious.  Ac- 
cordingly, it  is  urged,  if  purchase  of  starred  articles  is  contem- 
plated, irrespective  of  v/he'cher  or  not  they  are  included  on  the  buy- 
ing, plan  as  received  from  the  depot,  that  each  district  i-hdicate  op- 
posite the  respective  starred  item  the  quantity,  if  any,  it  wants  to 
buy.  Upon  ret'orn  of  the  Form  669  from  the  districts  the  property 
assistant  will  taoulate  the  items  and  if,  in  his  Judgnent,  the  com- 
bined quantity  Justifies  central  purchase,  he  will  notify  the  dis- 
tricts, and  action  to  b^Oj"  will  be  initiated.  On  the  other  hand,  if 
the  quantities  are  too  small  to  Justify  their  purchase  at  the  high 
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rates  incident  to  small  quantities,  he  vwill  inform  those  concerned. 

In  this  event,  it  is  for  tlie  district  forester  to  decide  whether  or 
not  local  purdiase  should  oe  ..lade . 

Pa^mient  c f Fre i g!;ht . - -Fr e i ght  charges  on  all  combined  orders 
for  fire  control  equipment  will  be  paid  from  depot  funds. 

Delays  to  be  Expected. — It  is  to  be  remembered  that  in  the 
purchase  of  equipment  of  this  class,  unavoidable  delays  in  getting 
delivery  of  goods  from  bidders  often  occur.  Hiere  are  also  chances 
that  certain  articles,  when  delivered,  will  not  conform  to  specifi- 
cation. This  may  cause  rejection  of  a shipment  or  of  an  entire  de- 
livery of  a given  article. 

Delays  in  deliveries  are  exasperating,  but  after  the  property 
assistant  has  placed  his  orders  early  (and  this  is  his  responsibility) 
and  If  he  actively  follov/s  up  his  orders,  there  is  nothing  left  to 
do  but  to  await  the  tui'ning  of  the  wheels  of  commerce.  Their  slow- 
ness vi?ill  often  make  deliveries  to  the  field  six  to  eight  months  late. 

Iv!b.terial  for  Special  Schedule  V/ork 


‘Special  schedule  projects,  as  discussed  here,  include  timber, 
grazing  and  water  pov/er  reconnaissance,  insect  control,  and  road  and 
trail  Yvork  financed  from  special  appropriations.  Depot  allotments 
are  insufficient  to  supply  expensive  equipment  for  special  schedule 
jobs.  As  a rule,  if  articles  li  sxed  below  are  taken  from  local 
stock  for  use  on  a special  schedule  project,  and  if  such  use  creates 
a shortage  in  the  supply  needed  for  ordinary  v/ork,  replacements  pay- 
able from  special  schedule  funds  shou.ld  be  ma.de.  Hew  equipment  of 
the  articles  listed  below  which  are  intended  for  special  schedule 
work  will  be  purchased  in  accordance  with  es'tablished  procedure. 

Its  cost  will  be  paid  from  the  schedule  concerned. 

Abney  levels  Mess  outfits 

Bags,  wa  ter  -ape  s 

Bu-Ckets,  canvas  Tents  and  flies 

Boards,  traverse  with  equipment  Transits,  etc. 

Purchase  of  Telephone  Wire,  Line  Material  and  Fencing  Material . 

Te 1 e pho ne  W j r s . — In  reply  to  a notice  from  the  property  as- 
sistant, v;hich  •will  be  sent  out  each  yeai  on  December  1,  district 
foresters  will  notify  the  property  assdutant  on  February  1 follow- 
ing, of  the  amount  of  No.  12  and  No.  9 ga-lvanized  iron  telephone 
wire  that  v\rill  be  purchased  payable  from  the  funds  of  the  succeeding 
fiscal  year.  The  f ignore  thus  submitted  will  oe  considered  (ten  per 
cent  more  or  less)  the  actual  a.imo'ai'it  of  wire  that  the  districts  wull 
buy.  Contracts  will  be  made  by  the  property  assistant  on  that  basis 
for  delivery  within  thirty  days  following  the  making  of  the  award. 
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I'istr.lcts  will  oe  re^uirt^d  to  place  orders  for  txie  aiiDuni,  of  their 
Feo3naary  statenient,  ten  per  cent  mere  or  less,  v/iohin  ziie  thirty 
day  period,  -dfter  making  zhe  sv;arj.s.  rhe  properi:;/  assistant  will 
promptly  notify  the  districts.  A.vard3  can  not  ce  maae  prior  to  the 
passage  of  the  appropriation  Dill. 

S-aDsequent  purchases  of  wire  auring  the  fiscal  year  will  be 
made  by  the  ai strict©  direct.  Such  purchases  should  seldom  oe 
necesS'Cry.  I>ae  allowance  should  oe  mads  in  the  February  1 state- 
ments for  encu^r  wire  to  take  care  of  unexpected  needs.  Each  dis- 
trict should  aim  to  build  up  a stock  of  telephone  wire  for  miscel- 
laneous and  unforeseen  uses. 


Spl  i t Tre  e In  sula  to  r s . - -Pur  clia  se  of  split  tree  insulators 
will  be  handled  under  the  sa-me  proceaure  as  telephone  wire. 

Fencing  Material. — Barbed  wire  will  oe  the  only  fencing  ma- 
terial the  p'orc'na  ss  of  whicri  will  be  made  by  the  property  assistant. 

As  soon  as  the  improvement  allotments  are  made  oy  the  Forester 
to  the  districts,  the  property  assi  stant  will  call  for  statements  of 
needs  for  barbed  wire  for  the  succeeding  fiscal  year  from  the  dis- 
tricts. Bids  will  be  invited,  awards  and  districts  no  tilled 

with  the  least  possiDle  delay.  As  in  the  case  of  telephone  v/ire , 
each  district  will  be  rev^iuired  to  place  purchase  orders  within  thirty 
days  after  the  date  of  award  for  the  a mourn  t of  wire  given  in  their 
statement  of  needs,  the  ten  per  cent  proviso  oeing  operative.  If 
additional  needs  for  wire  develop  U'm'ing  the  season,  each  district 
will  make  its  orm  contract  'vitheut  reference  to  the  property  assis- 
tant. Such  p^urchases,  however,  shouln  oe  the  exceijticn  rather  than 
the  rule . 

Staple s. --The  purchase  of  staples  will  oe  nandled  in  the  same 
way  as  barbed  wire. 

Payments 

Tne  prcced-ijc'e  in  connection  with  the  handling  of  vouchers 
covering  purchases  made  by  the  supply  derjot  and  shipped  by  the  manu- 
facturer to  various  districts  and  Forests,  will  o©  as  follows: 


Vihen  a p'ur chase  oraer  for  expendable  property  is  typed,  tvvo 
copies  will  be  lurni  shed  the  consignee,  one  on  Form  939 
For^  9-^2.  On  the  Form  939  ’..*111  appjear  a ruober  stamped  request  to 
date,  sign  and  forw-ard  this  to  the  supply  depot  as  soon  as  goods  are 
received.  TThen  such  receipt  reaches  the  supply  depot,  the  acccunt 
will  oe  passed  for  payment.  If  pa^mient  is  to  oe  from  district 

or  Forest  mx'ids,  the  consignee  will  be  req^uested  oy  a rubber  stamp 
impression  to  prepare  necessary  Forms  d^-b  and  Form  79,  for.vard 
to  the  supply  depot  with  the  signed  Fong  539.  Payiaent  will  then  be 


maae  by  the  fiscal  agent  at  Cgaen  and  the  paid  Fcrras  24- b returnea 
throu^j.  the  usml  channels, 

When  nonexpendable  property  is  covered  by  supply  depot  pur- 
chase orders  one  Form  939  will  also  be  xurni shed  the  consignee's 
district  forester.  When  the  voucher  is  passed  for  payment  by  the 
supTjly  depot  it  will  be  accompanied  by  the  signed  Form  939  which 
the  consignee  for.varded  to  the  supply  depot.  When  tlie  voucher  is 
paid,  the  fiscal  agent  vvill  stamp  the  paid  v'ouchei’  number  on  this 
Form  939  sna  u*ill  lor.vard  it  to  the  districii  forester  concerned. 


In  no  case  will  vouchers  covering  purchases  made  by  the  supply 
depot  be  prepared  or  submitted  for  pa^mient  from  any  other  place  than 
the  supply  depot. 


avoid  the  necessity/  of  forwarding  copies 


of  contracts  to  fiscal  agents  to  be  attaa 
v.'ise  would  oe  paid  by  them,  and  will  also 
possibility  of  duplicate  payment . 


Led  to  vouchers  which  other- 
eliminate  entirely  the 


After  goods  are  received,  Form  935  should  oe  signed  and  re- 
t'cirnea  promptly  to  avoid  delay  in  payment  of  the  account  and  corre- 
spondence on  accouiit  of  the  neglected  action. 

PJIQTJI  SI  fl  On  PhOCEDUFF 


N 0 ne  :qxe  ndab  1 e Mater  ials 

Hecuisitions  for  nonexpendable  property  will  be  submitted 
Q-’carterly  in  duplicate  on  Form  bolA.  If  they  orlgi.iete  on  Forests 
they  will  be  sent  throu^i  the  district  forester. 

Tlie  district  forester  will  first  determine  the  merits  of  the 
revpaest  for  the  respective  items.  If  warranted,  he  will  investigate 
the  possibilities  of  supplying  the  articles,  in  whole  or  in  part, 
from  stocks  within  the  district.  If  the  article,  in  whole  or  in 
part,  is  not  a’/ai Table  within  the  district,  the  requisition  will  be 
approved,  in  whole  or  in  part,  by  an  officer  net  below  the  grade  of 
assistant  district  forester,  and  the  original  forvvarded  to  the  supply 
depot.  The  corrected  carbon  copy  will  be  returned  by  the  ui strict 
forester  to  the  supervisor  to  sho’v  him  the  action  taken. 


trie 

cont 

ways 

the 


While  the  procedure  outlined  is  intended  to  place  upon  dis- 
t foresters  an  impcrt.anr,  share  of  the  re  spensi  bi lity  for  the 
rcl  of  exoenditures  from  supciy  aeoot  allotments,  it  must  al- 
be  kept  in  mind  that  the  propert.y  assi  stant  is  responsioie  in 
last  analysi  s to  the  Forester  for  proper  use  of  depot  lunds  and 


equitable  distribution  of 
this  the  property  assi  s tan 
ment  is  necessary  to  reacn 


stocks  of  depot  materials.  In  viev;  of 
t must  take  such  action  as  in  his  judg- 
that  oojective,  even  if  it  means  in  cer- 


tain  cases  overruling  an  approval  or  reconamendation  of  a district 
forester.  Proper  coordination  and  cooperax,ion  'bet’veen  the  district 
forester  and  the  proper assistant  should  make  such  conflict  a rare 
exception. 

T:/pe^vriter  s.  Adding  machine  s List  No.  3. --At  the  beginning 
of  each  fiscal  year  the  property  assistant  will  advise  the  district 
foresters  (district  7 excepted),  of  the  limit  which  must  not  be  ex- 
ceeded, so  far  as  depot  funds  are  concerned,  for  expenses  incident 
to  the  purchase  of  typewriters,  and  of  adding  and  calculating  ma~ 
chines,  and  to  the  repair  of  such  machines. 

All  vouchers  covering  repairs  to  this  class  of  equipment  will 
be  forwarded  for  approval  to  the  district  forester  who  will  forward 
the  voucher  to  the  property  assistant  for  payment . Requisitions  for 
typewriters,  and  for  adding  or  calculating  machines,  will  be  pre- 
pared on  Form  obS-a  and  will  be  forwarded  through  the  district  for- 
ester for  approval. 

Fire  Control  Fguipment . — Requisitions  for  fire  control  equip- 
ment, catalogued  in  list  o since  that  material  is  not  kept  in  stock, 
should  not  be  made  excepting  when  requisitions  are  invited  by  the 
property  assistant. 

Expendable  T/iaterials 


Requisition  for  expendable  articles  will  be  submitted  quar- 
terly in  duplicate  directly  to  the  property  assistant  on  Form  boo. 

The  following  order  for  quarterly  requisitions  will  be  observed: 

Districts  1 and  2,  Marcn,  June,  beptemoer,  ac'id  December. 

Districts  3 ^.nd  U,  Jan’oary,  April,  July,  and  October. 

Districts  5,  and  3,  February,  l^y,  August,  and  November. 

All  expendable  items  to  be  requisitioned  will  be  divided  into 
four  classes,  viz: 

(a)  Stationery  and  expendable  supplies 

(b)  Forms,  including  all  signs  and  posters 

(c)  Rubber  stamps 

(d)  Printing,  including  letterheads,  special  forms,  etc. 

Each  class  will  be  stated  on  a separate  sheet  or  sheets.  Form 
boS,  using  plain  yellow  paper  for  carbons.  The  original  and  one  car- 
bon will  be  forwarded  to  the  property  assistant. 

All  requi  sitions  wull  be  double  spaced. 

All  changes,  corrections  or  eliminations  'wi  11  be  made  on  the 
requisitions  by  the  property  assistant,  and  the  reason  stated  for 
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such. -changes,  correctt-ons- or  elihr.lnatlons/  st;  that  the  re^iulsition 
v/ill  show  th^  actual  shipment  or  shipments.  ‘ 

When  a shipment  is  made,  the  original  of  the  req:alsi tj on  will 
he  returned  to  the  requi  sit  loner  to  he’  signed  as  a receipt  when  the 
artic-les-;  are  received,  and  to  he  ret'orned  by  him  pron^tly  to  the 
supply  depot  after  signature.  Changes  made  on  the  or:iginai  Form 
hy  the  supply  depot  should  he  noted  hy  the  re  uijil  ait  loner  on  his  file 
copy  before  mailing.  Shortages  or  errors  in  shipment  vvill  'oe  taken 
up  hy  letter  in  accordance ' with  the  proceaure  laid  do'.vn  under  ’’Cor- 
re  spondence . ” 

• Care  should • he ' taken"- in  the  preparation  of  re^u;  s.t  tions  to 
see  that  everything  needed  is  included;  and  so  avoid  as  far  as  pos- 
sible the  necessity  of  sending' In  "specials.  ” 

' ' ' • PHINTIKG-  ^ 

Faci litie & , printing  facilities  at  Ogden  are  limitea  in 
three  ways:  ‘ ‘ • 

(1) .T^  press  will  not  take  sheets  larger  thon  lO"  2 I5". 

(2)  Personnel -is  confined  to  one  xaan  plus  any  time  of 

one  of  the  packing  force'  that  now  and'  then  rcay 
he  contributed. 

(3)  Ihe  rules  of  the  Joint  Comraittee  on  Printing  do  not 

permit  e:<pansion  of  facilit.1  as  or  persorn^.el. 

Printing-Policy. --Districts  will,  to  th^e  fullest  ejctent 
possible,  anticipate  need  for  printing  sufficiently  in  advance  to 
have  the  v/ork  done  in  the  Government  Printing  Office.  As 'a  general 
practice,  simple  jobs  calling  for  only  a nominal  output  of  sheets 
can  he  taken  ca-re  of  in  Ogden;'  Any  quantity  of  one  form  or  of 
sheets  of  one  subject  up  to  10, COO  may  be  considered  as  nominal. 
Larger  jobs  my  he  done  in  cases  01  a clean-cur  emergency. 

Requiai tions. — Requests  for' printing  (except  letterheads) 
originating  on  Forests  'will  he  sent  ihrp'ogh  the  district  foresT.er.. 
for  approval.  ' ^ ' 

Authority  to  approve  requisltl'ons  for  printing,  i s not  vested 
in  officers- below  the  graae  of  assit-tant  d5.i,trict  foi'ester* 

As  far  as  practica'ble , efforts  /vill  be  made  to  foresee  need 
for  printing,  in  order  that  requisl  tions  may  oe  a't  sc-ri  cubed  over 
the  entire  year.  Requests  no-w  peak  during  the  perica  from  Ncvember 
to  April.  This  practice  Is  the  cause -of  conge  i>tiv>jn  in  the  printing 
0 f f ice . Delayed  de  liverie  s re  sul  t as  a-’- con  sequence . 


Charges  for  Printing.  >>If  special  paper,  carcis,  or  cuts  must 
be  purchased  to  fill  requisitions  from  districts  for  printing,  costs 
of  such  articles  v/ill  be  billed  against  the  district  or  Forest  con- 
cerned. 

SPECIAL  INSTRUCTIONS  AND  POLICIES  REGARDING  EQUIHIENT 
Care  of  Equipment  and  Supplies. 

Property  of  the  Forest  Service  should  have: 

(1)  Protection  against  theft 

(2)  Protection  against  loss  through  persor^l  carelessness 

(3)  Protection  against  deterioration  by  action  of  weather 

and  other  natural  causes  as  far  as  practicable 

(U)  Protection  against  destruction  by  rodents 

(3)  Such  attention  as  may  be  necessary  to  keep  it  in  readi- 
ness and  proper  physical  shape  for  most  effective  use 

Loss  of  and  damage  to  nonexpendable  property  must  be  promptly 
reported  on  proper  forms.  In  every  case  complete  statement  explain- 
ing in  detail  the  circumstances  of  the  loss  or  damage  must  accompany 
reports.  Relief  will  not  be  granted  unless  the  reasons  given  are 
full  and  convincing.  All  property  lost  or  damaged  through  careless- 
ness or  negligence  will  have  to  be  paid  for  by  the  person  responsible 
for  it.  ... 

Supervisor*  s Responsibility  ... 

Actual  physical  inventories  of  property  will  be  made  annually. 
On  National  Forests  the  supervisor  is  responsible  and  acco'untable 
for  the  care  of  property.  He  will  see  to  it  that  proper  facilities 
are  provided  for  protecting  Government  property  from  the  action  of 
the  elements  and  from  theft.  Locked  storage  at  Forest  headquarters 
vjill  be  provided  for  the  storage  of  instruments  and  other  small  non- 
expendable articles.  The  supervisor  will  see  to  it  that  the  cus- 
todian's records  are  kept  in  an  accurate  and  businesslike  manner  and 
that  other  members  of  the  force  hold  to  high  standard  performance  in 
the  handling  of  records  and  in  the  care  of  property. 

Property  Custodian's  Responsibi  li  ty 

The  property  custodian  is  responsible  and  acv-cui^tacle  to  the 
supervisor  for  accurate  record  of  property  on  a’ give;':'  -anlt  and  for 
the  proper  care  and  control  of  property  at  headquarters. 

Condemnation  . ' 

The  practice  should  be  followed  of  coz^euirJn^  and.  destroying, 
at  the  earliest  practicable  date,  tools  and  equipment  which  have  be- 


come  v^rorn  or  broken  beyond  serviceability  and  which  can  not  be  re- 
paired to  fulfill  their  original  or  some  other  beneficial  purpose. 

Appropriate  notes  of  conderar^ation  should  oe  made  by  condemn- 
ing officers,  who  v/ill  notify  the  person  to  whom  the  destroyed  prop- 
ertj^  is  charged.  The  latter  will  take  prompt  action  to  free  the 
records  of  such  property. 

Bepair  of  Equipment 

Field  men  are  urged  not  to  tamper  with  transits,  compasses, 
aneroid  barometers,  and  tally  registers.  Unless  it  is  well  known 
that  a local  jeweler  or  surveying  instrument  agency  is  fully  quali- 
fied, do  not  have  them  attempt  to  repair  such  articles.  The  supply 
depot  is  prepared  to  handle  promptly  requests  for  repairs  to  the 
equipment  listed  and  to  do,  or  have  done,  the  work  at  a mininrom  cost. 

At  the  completion  of  the  field  season  all  equipment  to  be 
repaired  at  the  Ogden  supply  depot  will  be  forv/arded  promptly  to 
avoid  congestion  in  the  Ogden  repair  shops  each  spring. 

Equipment  for'varded  for  repairs  will  be  accompanied  by  a list 
in  duplicate  on  form  on  which  should  be  stated  the  date  by 

which  return  is  desired.  Where  considered  necessary  the  shipment 
should  also  be  accompanied  by  a.  letter  of  instructions  concerning 
the  work  to  be  done. 


List 


of  Articles  to  be  Sent  to  the  Supp ly  Depot  for  Bepair s 

^dges  Locks,  Forest  Service 

Barometers,  aneroid  Locks,  Forest  Service 

Binoculars  Machines',  nunoering 

Bolts,  wing,  for  surveyors  tripod  Monoculars 
Borers,  increment  Registers,  tally 


Cantinas 

Cases,  leather,  for  instruments 

Compasses 

Hyp  some  ter  s 

Instruments,  drafting 

Joints,  ball  and  socket 

Keys,  Forest  Service 

Levels,  Abney  and  Locke 


Scribes,  timber 
Sharpeners,  pencil 
Tape  repair  outfits 
Tapes,  steel 
Tra  n si  ts 
Tripods,  camera 
Tripods,  surveyors 


pad 

rim 


Making  Fire  Tools  and  Equipment 


In  order  to  prevent  loss  from  theft  ana  as  a means  of  ready 
identification,  all  fire  tools  ana  equipment  should  be  appropriately 
marked. 
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As  a permanent  acark  of  identification,  all  metal  parts  of 
fire  tools  are  to  be  branded  (stamped;  ’'F.S.”  and  their  handles  are 
to  oe  given  a coat  of  red  paint  beginning  where  the  wood  joins  the 
metal  and  extending  up  six  inches. 

Water  bags,  buckets,  canteens,  beds,  tents,  and  all  other 
similar  equipment  are  to  be  stenciled  "U.  S,  F.  S,”  in  letters  at 
least  one  inch  high  or  marked  with  the  regulation  shield. — The 
shield  is  preferred. 

I 

The  stamp  "F.S."  should  be  stamped  at  a specified  place  on 
each  tool.  The  following  S2^stem  of  placing  the  letters  ”F.S.”  will 
be  considered  standard. 

Shovels,  stamp  on  inside  or  right-hand  corner. 

Pole  Axes.  Right-hand  side,  middle  of  eye. 

Double -bit ted  Axes,  either  side,  middle  of  eye. 

One  -man  Savv . right-hand  side  close  to  handle,  near  the  top. 

Two  -man  Sav . either  side  or  end. 

I^^ttock.  either  side. 

Hoe.  ri^nt-hand  side. 

Rake s . top  side  of  steel  shanks. 

In  stamping  fire  tools  not  listed  above,  place  the  die  on  the 
upper  right-hand  side  of  the  tool  when  the  tool  is  in  its  principal 
position  of  use , 

Marking  Administrative  Tools  and  Fguipment 

Tools  used  for  purposes  other  than  fire  will  be  oranded  ’’F.S." 
on  their  steel  parts.  The  wood  brand  "HSFS"  may  be  added  in  the  dis- 
cretion of  the  supervisor. 

Branding  of  iinimals 


Government  animals  should  be  branded  "US”  on  the  left  hip. 
This  requirement  ma.y  be  waived  by  district  foresters  where  animals 
secured  for  temporary  use  are  to  be  disposed  of  after  a short  period, 
and  also  in  localities  where  the  branding  of  stock  is  not  customary 
or  necessary. 

Dj  stributi on  of  Tools  a-id  Caches 


The  distribution  of  fire  tools,  particularly  in  small  caches, 
is  not  looked  upon  with  favor. 

The  assembling  of  tools  at  central  points,  with  reference  to 
transportation  and  available  labor,  is  considered  to  be  the  best  pol- 
icy, Accordingly,  under  this  policy  the  following  principles  should 
govern  distribution  of  tools. 
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a.  WHEl^K?  Tool  depo  siLcries  should  be  .vhere  man -power  starts 
to  fires.  Tni s . generally  mean s official  station,  settlements, 
ranches,  etc. 

b.  110\1  MAl'JYl  The  ■■Tuir.bfcr  of  tools  in  the  depository  should  be 
determined  by  the  man-power  available  or  likely  to  be  needed, 

c.  \'?FAT  KIFPy  'The  kinds  of  tools  in  the  depository  should  be 
determined  by  the  type  of  burr.aole  cover  in  x/hich  the  tools  will  be 
used. 

Preparation  of  Tools  fDr  Immediate  ohlpment 

No  attempt  'will  be  made  to  specify  exactly  hovv  tools  and  equip 
merit  should  be  pTf  pared  for  shipment  or  for  transportation  of  any 
character.  The  importaixce,  however,  of  halving  equipment  assembled, 
boiond,  wrapped  and  labeled  in  unit  groups  and  ready  for  the  mode  of 
transportati on  most  likely  to  be  used  when  the  call  for  equipment 
c ome  s , can  not  be  o ve  r emphci.  sized. 

'The  idea  is  to  reduce  elapsed  time  to  the  minimum  and  to  en- 
able me ssenge'5's  or  lu'iskilled  persons  to  assemble  tool  orders  promptly 
and  correctly. 


Beds 


Beds  should  oe  furnished  fire  fighters  only  vvhere  local  cus- 
tom makes  it  necessary.  When  beds  i^re  fui’nished  they  should  con- 
sist of  wool  blankets  and  a canvas  tarp.  All  bedding  should  orai- 
narily  be  put  up  in  one -nan  units  and  securely  vvrapped  and  tied  in 
order  to  facili.tate  distribution  and  transportation. 


Suggestions  to  Buyers 

Written  specifications,  accon^anied  by  drav;ings  or  plates  as 
an  effective  means  of  describing  commodities  on  invitations  for  bids 
to  dealers,  have  distinct  limitations.  This  is  especially  true  if 
articles  are  included  w'hose  descriptions  are  complicated  or  uncon- 
ventional. Unuer  these  circunstances  such  means  us^oally  fall  far 
short  of  a thoroughly  intelligent  sta-tament  of  what  is  vranted. 


in  order  to  ins'ore  the  employment  of  most  practicable  methods, 
both  for  tiie  enii  phtenment  of  dealers  ain  for  the  benefit  of  the 
p^orchaser  in  considering  ana  reproving  bids,  it  is  recornmended  that 
samples  of  nonconventiona.l  articles  listed  for  p'urcna  .^e  be  sent  with 
all  invitations,  Invi  tations,  nowever,  should  also  include  the  best 
possiole  description. 

Pmchasers  in  all  cases  'will  ass'ure  themselves  of  the  con- 
formity of  delivered  articles  to  specifications  before  they  are  ac- 
cepted and  bills  vouchered  for  payment. 


The  reconuTiendauions  of  the  Federal  specifications  Board 
should  be  folIo7/ed  in  preparing  specifications  for  materials  or 
equipment  covered  by  its  puDlications. 


PBOPEETY  ACCOUNTING 


He cords 


A general  Forest  Service  record  of  property  will  be  main- 
tained by  placing  the  re sponsioility  on  the  district  foresters  for 
the  property  in  their  respective  districts.  Fne  record  of  prop- 
erty of  the  Washington  office  and  all  e:}Q)eriment  stations  under 
direct  control  of  the  Washington  office  vvill  be  kept  by  the  dis- 
trict forester  stationed  at  Washington,  U,  C.  The  Director  of  the 
Forest  Products  Laboratory  at  i^dison,  V/is.,  Vviil  oe  responsible 
for  all  record  of  property  used  in  connection  v/ith  the  activities 
at  the  laboratory.  In  the  subseo^uent  instructions  covering  prop- 
erty all  references  to  district  foresters  are  equally  applicable 
to  the  Director, 

H e spon  si b i I i ty 

Each  uember  of  the  Forest  Service  will  be  held  responsible 
for  the  proper  use  and  protection  of  any  Government  property  wnich 
may  come  into  his  custody  or  control  in  any  manner  whatsoever. 

Expendable  and  Nonexpendable  Property 

All  articles  of  supplies  and  equipment  used  in  the  Service, 
whether  fabricated,  purchased,  or  requisitioned,  are  deemed  non- 
expendable, and  must  be  accoiorited  for  to  the  district  forester  of 
the  respective  district,  except  those  specified  in  Appendix  B, 

”List  of  E:,qpeiidable  and  None:^endabie  Property”  shown  on  page  o2, 
et  sec.,  of  the  Property  Hegalations  of  the  United  States  Depart- 
ment of  Agriculture,  effective  July  1,  I916. 

Individ-’oal  Accou}itabillty 

Each  member  ’vho  receives  nonexpendable  property  by  transfer 
or  by  purchase  on  reimbursement  account  (Form  4),  or  by  purchase  on 
purchase  orders  issued  by  the  p->urchasing  agents  at  Ogaen,  ^fedison, 
and  Washington,  nrast  recei'pt  for  it  on  form  939-  Expendable  prop- 
erty issued  by  the  supply  depots  or  purchased  on  reimbui’ semen t ac- 
count (form  4)  must  also  be  receipted  for.  Heceipt  of  property  pur- 
chased in  the  field  is  eviaenced  by  the  certificate  on  form 
no  further  receipt  is  necessary.  In  addition  to  assuming  responsi- 
bility for  the  proper  use  and  protection  ^of  nonexpendable  property 
the  memoer  receiving  it  must  a-ccount  for  it  as  prescribed  in  the  fol- 
lov/ing  procedure:  Having  receipted  for  a nonexpendable  article,  a 
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member  v/iil  be  relieved  of  responsibility  and  accountability  onl.}  on 
receipt  from  another  member  after  a duly  authorized  transfer  of  the 
article  has  been  tijade,  and  the  transfer  has  been  recorded  by  the 
district  forester,  or  by  relief  or  charge  on  approved  certificate  of 
loss  (form  S^S),-  and  subsequent  payment  for  the  article  when  so 
charged,  or  by  an  approv^ed  certificate  of  sale  (form  21?)  • re- 
ceipt should  be  signed  -antll  its  correctness  has  been  verified,  nor 
until  articles  to  be  receipted  for  have  been  checked  and  actually 
delivered  to  or  placed  at  the  disposal  of  the  member  signing  the  re- 
ceipt. The  fact  that  these  precautions  Vvere  not  taken  will  not  re- 
lieve the  member  from  responsibility  in  the  event  tiiat  a discrepancy 
is  discovered  after  the  receipt  has  been  signed  and  the  member  has 
been  charged  with  the  articles  on  the  records. 

District  Property  Becords 

The  record  of  nonexpendable  property  will  be  kept  on  cards 
supported  by  proper  vouchers,  and  will  shov;  the  total  number  and 
cost  of  all  the  articles  in  the  district,  and  the  number  of  articles 
and  the  cost  of  each  charged  to  the  custodians  individualism 

Property  procured  by  chase 

Purchases  made  by  others  than  purchasing  agents  will  be  stated 
on  form  53-,  except  when  shov^n  on  reimbursement  account.  When  payment 
has  been  made  of  any  form  03  account,  covering  expendable  or  nonex- 
pendable property,  the  fiscal  agent  will  assrare  himself  by  audit  that 
memorandum  cops'  agrees  v;ith  the  original  form  3^,  place  upon  the 
memorandum  copy  the  date  of  payment  and  his  voucher  number,  and  refer 
the  memorandum  copy  to  the  district  forester. 

The  district  forester  will  abstract  the  nonexpendable  property 
on  form  939,  in  duplicate,  and  note  on  the  form  the  voucher  number 
reported  on  the  memorandum  copy  of  form  53.  He  will  give  both  copies 
his  voucher  n'Jimber,  make  the  proper  charges,  stamp  on  the  duplicate 
the  statement  that  the  property^  has  been  charged,  and  forv.-ard  the 
duplicate  to  the  member  accountable.  The  memorandum  copy*  will  be 
forwarded  to  the  forest  supervisor  or  officer  who  certified  the  ac- 
count. 

It  is  good  practice  to  make  each  set  of  Porm  939  carry  the 
abstracts  from  as  many  Perm  33’ s as  possible.  The  name  and  address 
of  the  payee  can  be  -written  across  the  form  t-o  serve  as  a separation. 
The  Form  939  3nd  all  the  accompanying  memorandum  copies  of  Fom^  33 
bear  the  same  property  audit  number.  The  date  of  receipt  of  proper ty 
is  entered  at  the  end  of  each  acstract  from  Forra  53  and  the  receipt 
below  filled  in  to  read  -’Iteceived  - on  dates  shown  above.” 

When  making  up  reimbur' semen t accounts  (Form  4),  forest  offi- 
cers will  prepare  a Form  939  i3  triplicate,  co/ering  all  nonexpend- 


able  articles  shown  in  the  account  with  the  cost  of  each.  The  Form 
939  nust  be  signed  by  the  saember  accountable.  The  original  will  be 
forwarded  with  the  Forac  4 to  the  fiscal  agent,  the  du;^llcate  to  the 
district  forester,  and  the  triplicate  will  be  retained. ' The  fiscal 
agent  will  follow  the  same  procedure  as  in  the  case  of  the  memorandum 
copy,  Formas-.  He imbur semen t accounts  (Form  4)  containing  nonex- 
pendable articles  may  be  returned  by  the  fiscal  agent  unless  accom- 
panied by  the  Form  939. 

When  the  Form  ja-  covers  the  purchase  of  horses,  or  other  ani- 
mals, Form  4ll  (in  duplicate)  properly  filled  out  will  accompany  the 
memorand'am  copy  of  the  voucher.  Similarly  a Form  covering  the 
purchase  of  a.  motor  vehicle  will  be  accompanied  by  Form  4iia. 

Property  I>1anufactured  or  Found 

When  nonexpendable  property  is  manufactured,  or  recovered 
after  having  previously  been  reported  on  Fom  S5S,  it  must  be  re- 
ported to  the  11  strict  forester  at  once  on  Form  939.  act-aal  or 

estimated  cost  should  be  shown  for  each  article  and  the  Form  939 
should  show  the  circumstances  ‘onder  ‘which  the  property  was  found  if 
it  is  a case  of  recovery. 

Forest  Custo^tian 


Tne  district  forester  will  designate  a custodian  for  each 
Forest,  ’who  will  be  accountable  for  the  equipment  used  on  the  For- 
ests. He  may,  in  his  discretion,  designate  either  the  supervisor 
or  the  forest  clerk  as  custodian,  and  when  the  latter  is  designated 
the  supervisor  should  be  instructed  to  transfer,  on  Form  939,  ^ill 
the  property  with  which  he  is  then  charged  on  the  records  of  the 
district  forester. 

When  a vacancy  occurs  in  the  position  of  property  custodian 
by  resignation,  furlou^,  leave  without  pay,  or  any  ether  change  to 
a nonpay  status,  as  contemplated  in  the  paragraph  headed  ’’Final 
Settlement,”  the  retiring  custodian  will  be  required  to  transfer, 
on  Form  939,  iu  triplicate,  the  property  to  the  supervisor  or  to 
some  forest  officer  designated  by  the  supervisor  as  temporary  cus- 
todian pending  the  filling  of  the  vacancy.  The  three  copies  of 
Form  939  will  be  lonvarded  to  the  district  forester. 

Unless  the  supervisor  can  vouch  for  the  correctness  of  the 
record  based  upon  physical  iz^ventory,  he  v/ill  not  require  an  incom- 
ing custodian  to  receipt  for  Forest  property.  If  he  cazir-ot  do  so, 
the  supervisor  v/ill  assume  the  custody  of  the  property  until  such 
time  as  the  physical  inventory  can  be  made. 

Property  Procured  by  Transfer 

Transfer  of  nonexpendable  property  between  mezubei's  of  the 
Service,  except  as  provided  under  property  accounting  on  the  Ka- 


tional  Jj’orests,  ■wil'I; ’W'inade  in  accordance  with  the  follc/ving  jjro- 
ced'ore,  in  which  the  words- ’’property  clerk"  refer  x,c  any  employee  in- 
voicing property  permanently  and  "custodian"  to  any  employee  receiv- 
ing such  property. 

When  nonexpendable  property  is  transferred  by  a property  clerk 
to  a custodian  in  the  same  district  three  copies  of  Form  939  0‘'-^jth 
yellow  tickler)  will  be  prepared  and  signed  by  the  property  clerk  as 
invoices.  He  v;ill  send  two  copies  to  the  district  forester,  the 
original  to  the  custodian  receiving  the  property,  and  retain  the 
tickler.  When  the  property  clerk  and  the  custodian  are  not  in  the 
same  district,  the  property  clerk  Vvill  prepare  four  copies  of  Form 
939  (with  yellow  tickler)  and  sign  them  as -invoices.  He  v/ill  send 
one  copy  to  the  district  forester  of  his  district,  two  copies  to  the 
district  forester  in  which  the  receiving  custodian  is  located,  and 
the  original  copy  to  the  receiving  custodian. 

The  custodian,  upon  the  receipt  of  the  property,  vy'ill  enter, 
in  the  spaces  provided  on  the  Form  939  recei^^-ed  from  the  property 
clerk,  the  c-ondition  of  the  i^roperty  and  the  date  of  receipt;  he 
7/111  sign  it  as  a receipt  and  send  it  to  the  district  forester. 

The  district  forester,  upon  receiving  the  Form  939  From  the 
custodian,  will  charge  the  custodian  and  credit  the  property  clerk 
with  the  property  transferred,  if  both  are  in  the  same  district. 

When  the  custodian  and  property  clerk  are  not  in  the  same  district, 
the  district  forester  , upon  receiving  the  Form  939  From  the  cus- 
todian, will  charge  the  custodian  in  the  usual  ns-nner,  and  •will  for- 
7/ard  one  copy  oF  the  Form  939  bearing  indorsement  of  xh-e  transfer, 
to  the  district  forester  of  the  district  in  which  the  proj^erty  clerk 
is  located.  Upon  receiving  an  indorsed  copy  of  Form  939  from  some 
other  district,  the  district  forester  will  credit  the  property  clerk 
making  the  transfer  and  send  him  a copy  of  Form  939  bearing  an  in- 
dorsement that  credit  has  been  given.  He  will  indorse  upon  the  two 
corresponding  Forms  (939)  received  from  the  property  clerk  a certifi- 
cate of  the  transfer,  and  send  one  to  the  property  clerk  and  the 
other  to  the  custodian. 

The  property  clerk  or  other  custodian  who  transfers  property 
is  not  relieved  of  accountability  ^u*til  the  receipt  of  the  member 
to  whom  the  property  is  transferi’ed  has  been  received  by  the  ui strict 
forester  and  the  transfer  has  been  recorded. 

Vihen  nonexpendaole  property  is  received  in  the  absence  of  the 
property  custodian  (supervisor  or  forest  clerk),  zhe  Form  939  will 
be  signed  by  the  member  in'  charge  of  the.  office  at  the  tlfne  of  the 
abserxe,  in’  the  following  manner:  • • . 

• . John  Jones,  Super visoi- 

3y  ’»vm.  Smith,  Acting  Supervi^r, 

-po- 


or- 


*john  Doe,  Property  Custodian, 

Sy  1 1 «.-v.i3.r'd  iDUijer /i  SOI* 

(or  Acting  Supervisor.) 

Signing  for  property  should  be  limited  absolutely  to  the 
person  in  charge  when  the  property  is  received. 

Property  to  Individua-ls 

When  the  property  is  transferred  to  a member  as  an  indi- 
vidua-l  and  not  as  an  of*ficer  in  charge,  he  must  sign  the  Form  933* 

When  nonexpendable  property  is  furnished  for  remporary  use 
by  a custodian  to  another  member  a receipt  will  be  taken,  but  the 
transaction  will  not  be  reported  to  the  District  forester,  unless 
the  member  fails  to  return  the  property  within  the  time  agreed 
upon,  in  which  event  a transfer  should  be  effected  in  the  manner 
herein  prescribed. 


* . PBOPFRTY  ACCOUNTING  CN  THE  NATIONAL  FOEESTS 
Custodian’s  Record 


’/■An  account  will  be  kept  on  property  record  cards  (form  33^) 
of  all  nonexpendable  articles  obtained  by  the  supervisor  through 
purchase  nr  requisition.  This  account  nay  include,  in  the  dis- 
cretion of  the  supervisor,  e::q)endable  articles  also.  Before  any 
account  is  forwarded  for  payment  it  should  be  reviev/ed  to  determine 
whether  it  covers  any  nonexpendable  property.  Entries  should  be 
made  on  card  forms  33^  or  steps  taken  which  will  result  in  such 
entries  at  an  appropriate  time. 

The  cards  will  be  filed  alphabetically  by  names  of  articles, 
and  will  show  the  total  numoer  of  each  article,  number  of  each  is- 
sued to  subordinates,  and  of  those  kept  on  hand  for  distribution. 
Each  transaction  which  affects  the  property  on  a Forest,  whether 
by  purchase,  transfer,  certificate  of  loss  or  of  sale  will  be  im- 
mediately entered  on. the  proper  card  or  cards  (Fom.  33^)* 

The  account  with  ’’stock”  will  include  only  those  articles 
actually  placed  in  stock  or  transferred  thence  to  or  from  an  indi- 
vidual. In  all  respects  the  account  with  stock  should  be  handled 
in  the  same  manner  as  those  with  individ-oal  members. 

Property  issued  by  a custodian  to  a forest  officer  will  re- 
quire the  preparation  and  sisnature  by  the  custedtan  .of  two  copies 
of  notebook  Form  6/4-16,  which  will  then  be  sent  to  the  officer. 

The  officer  will,  upon  receipt  of  the  a-^ticlss,  sign  botn  copies, 
and  return  one  to  .the  custodian  and  keep  the  other. 
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iropert^-  returned  to  a-  cuatodlan  oy  a x'orest  oificei’  will 
require  the  preparation  and  signatiire  oy  the  officer  of  two  copies 
of  notebook,  foi'rr  wjaicdi  will  then  be  sent  i.he  cust^alan, 

v/ho,  -upon  receipt  of  the  articlf-s,  v/ill  sign  both  copies  and  retorn 
one  to  the  officer. 

Property  transferred  between  officers  will  require  tiiat  the 
officer  from  whom  the  property  is  received  will  prepare  and  sign 
three  copies  of  notebook,  Form  574-16.  He  will  send  one  ox  them  tc 
the  recipient  of  the  property  and  the  other  two  copies  to  the  cus- 
todian. The  recipient  will,  upon  the  receipt  of  tZae  property,  sign 
the  Form  574-16,  which  has  been  previously  signed  by  the  transferring 
officer,  and  send  it  to  the  custodian.  Upon  receiving  the  Form  374-16 
which  has  been  signed  by  both  officers,  the  custodian  will  sign  the 
two  copies  received  from  the  transferring  officer  and  send  one  of 
them  to  each  of  the  officers  concerned.  The  transfer  will  at  the 
same  time  be  entered  upon  the  proper  card  (Form  331),  and  the  trans- 
fer receipt  (Form  374-16),  signed  by  both  officers,  will  be  filed 
behind  a -guide  card  bearing  the  name  of  the  officer  to  V(?hom  the  prop- 
erty was  transferred.  A notation  of  the  transfer  will  also  be  mde 
on  the  origii^l  receipt  of  the  officer  who  transferred  the  property. 

Property  temporarily  transferred  between  officers  requires 
only  that  a receipt  be  taken  on  Form  374-16.  The  transaction  will 
not  be  reported  to  the  custodian  unless  the  recipient  fails  to  re- 
turn the  prcTjerty  within  the  time  agreed  upon,  in  which  event  a per- 
rra-nent  transfer  should  be  effected  in  the  mnner  heretofore  pre- 
scribed. 

The  same  procedure  will  be  followed  when  nonexpendable  property 
is  furnished  for  temporary  use  by  custodians  to  other  meiLbers  cf  the 
Service . 

Banger* s Record 

The  copy  of  the  Forrr.  374-16,  signed  by  the  custodian,  will 
constitute  the  basis  for  the  ranger’s  record  of  the  property  in  his 
custody.  Hot  less  than  once  a year  each  ranger  and  all  other  sub- 
ordinate forest  officers  will,  by  direction  of  the  supervisor,  sub- 
mit to  him  in  duplicate  a signed  list  of  the  property  in  nls  custody. 
As  soon  as  the  correctness  of  the  list  is  established  both  copies 
will  be  signed  by  the  custoaian,  v/ho  will  keep  one  and  return  the 
other  to  the  ranger,  vvhen  all  previous  forms  relating  to  the  account 
may  be  destroyed.  The  custcdicai  may,  in  his  discretion,  prepare  the 
return  and  forward  it  to  the  ranger  for  verification  a;iG.  signature. 

^hen  notice  ox  ac\/ion  on  Form  3^  covering  property '*^is sued  by 
a custodian  r.-  , anger  is  received  from  the  district  forester  the 

custodian  will  prepare  on  Fom  374^ lb  in  duplicate,  a list  of  all 
the  articles  in  question.  He  will  note  on  the  form  ‘‘Reiie'^d— see 
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^ona  6p3,  P.  A.  vo’icher  , ” and  forward  thf  original  to  the 

ranger,  and  retain  the  duplicate  in  his  file. 

Property  Losses 

Loss  of  nonexpendable  property  must  be  promptly  reported  on 
Fonii  333,  in  duplicate,  when  the  member  charged  with  it  is  .iatis- 
fled  it  can  not  be  recovered.  The  statement  on  the  forrr-  show 

(a)  the  circumstances  attending  the  loss,  damage,  or  destruction; 

(b)  whether  his  fault  or  neglect  or  that  cf  any  employee  .i?as  in- 
volved, and  (c)  if  the  property  was  lost  or  stolen,  what  action  was 
taken  to  recover  it.  In  all  cases  the  date,  or  approxirnate  date, 
of  loss  must  be  stated.  Belief  will  not  be  considered  unless  the 
statement  shows  beyond  doubt  that  every  reasonable  precaution  had 
been  taken  to  prevsit  the  loss.  When  tools  or  e-^igc^ent  are  left 
for  a time  in  unoccupied  cabins.  It  is  required  that  reasonable  pre- 
cautions be  taken  to  secure  the  articles  a^inst  theft.  When  the 
property  for  which  the  custodian  is  accountable  is  lost  by  any  other 
member  than  the  one  to  v/hom  it  had  been  issued,  the  certificate  on 
Form  353  must  be  si^ed  by  the  member  to  whom  the  property  was  is- 
sued and  both  copies  foi^tarded  to  the  custoaian  against  whom  the 
property  is  charged  on  the  records  cf  the  district  forester,  After 
satisfying  himself  by  check  that  the  property  shovm  on  the  Form  35S 
is  charged  to  the  signing  member  on  his  records,  the  custodian  will 
sulmit  the  Form  333  to  the  supervisor,  or  other  officer,  for  proper 
authentication  and  for  such  further  explanation  as  he  may  see  proper 
to  make  in  the  space  provided  for  on  the  form.  The  supervisor  "will 
forward  both  copies  of  the  Form  5’jS.  to  the  district  forester.  When 
the  value  of  the  property  exceeds  $10  the  certificate  anal!  be  sworn 
to  by  the  signing  member  before  an  officer  authorized  by  the  adminis- 
trative regulations  to  administer  oaths  of  office,  unless  by  reason 
of  remoteness  from  such  an  officer  or  other  causes  it  Is  found  im- 
possible to  take  such  oath,  in  which  case  a certificate  on  honor 
setting  forth  the  circumstances  in  the  case  must  be  attached  to  the 
Form  ^55. 

The  district  forester  will,  by  indorsement  in  the  space  pro- 
vided on  Form  35S,  either  relieve  the  member  from,  or  cliarge  uim 
with,  responsibility  for  the  loss. 

When  the  mer^ber  is  relieved  from  responsibility  i’cr  the  loss 
the  district  forester  will  creuit  him  on  the  record  and  will  certify 
on  the  Form  S5S. 

When  a menber  is  charged  with  responsibility  for  the  loss  of 
the  property,  the  district  forester  will  enter  upon  the  Fox’m  33*  i*hfe 
present  value  of  th^  pro‘»^rty.  He  will  prepare  a letter  of  trans- 
mittal (Form  S6l)  to  the  0 i strict  fiscal  agenu,  ana  send  vhe  Form  3bl 
and  a memorandum  calling  attention  to  the  charge  to  the  member,  keep- 
ing both  copies  of  the  Form  6^6  in  a tanpbrary  file.  Tne  member  Will 
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remit  the  value  of*  the,  property  to  the  district  deposix-ory  tnrodgh 
the  fiscal  agent,  accompanied  by  ioi’in  Sol.  fiscal  agent  will 

obtain  the  original  of  the  Foi-m  from  the  district  forester,  v/ho, 
Tipon  return  of  the  form  from  the  fiscal  agent  with  the  certificate 
thereon  that  deposit  of  the  amount  has  been  made,  will  credit  the 
member  on  the  record  and  send  him  the  Form  SpS  with  a certificate 
thereon  that  the  necessary  entries  have  been  nB.de  on  the  property 
records  to  close  the  account. 

Each  article  lost  must  be  reported  on  a separate  certificate 
of  loss  (Fom  o5S);  provided,  hov/ever,  that  any  number  of  articles 
lost  at  the  same  time  or  under  the  same  circumstances  will  be  in- 
cluded on  one  certificate  (Form  SyS).  Eepcrt  of  lost  property  will 
not  be  rna-de  on  the  same  Form  "with  report  of  unserviceable  prop- 
erty condemned  or  abandoned. 

Abandonment 

Worn  and  damaged  property  and  inexpensive  equipment  in  pos- 
session of  field  parties  may  be  abandoned  in  the  field  when  it  is 
impracticable  to  return  it  for  condemnation  as  herein  prescribed. 

An  explicit  statement  of  the  date,  cause,  and  location  of  an  aban- 
donment must  be  forwarded  Immediately  to  the  district  forester  on 
Form  SpS  in  duplicate.  The  action  to  be  taken  v/ill  then  follow  the 
procedure  for  lost  property. 

Sale  of  Condemned  Property 

REG,  A-2,  the  FOBESTEH  IS  AUTHOBIEEB  TO  SELL  AT  FIELD  STA- 
TIONS OF  THE  FOREST  SERVICE  AFTER  PUBLIC  NOTICE,  BY  *4D^T:RTI SE^B0TT 
OR  OTHERWISE,  SUCK  ARTICLES  OF  EQUIPMENT  AS  ARE  WORN  OUT  OR  DAM/IGED 
BEYOND  REPAIR,  OR  WHICH  ARE  OE  NO  FJRTHER  USE  IN  THE  SERVICE^ BUT 
WHICH  HAVE  A Si^LE- VALUE  ESTIMATED  AT  $1,000  OR  LESS.  THE  FORESTER 
MAY  DELEGATE  'THE' AUTHORITY  TO  DISTRICT  FORESTERS.  WHEN  THE  ESTIMATED 
SALE  VALUE  IS  MORE  THAN  $1,000  SPECIAL  AUTHORITY  MJST  BE  OBTAII^D 
FROM  THE  SECRETARY  OF  AGRICULTURE. 

ANII^aLS  AND  ANIMAL  PRODUCTS  WHICH  CFASE  TO  BE  NEEDED  IN  THE 
WORK  OF  THE  FOREST  SERVICE  AND  WHICH  HAWE  A SIJTE  VALUE  MAY,  UPON  THE 
APPROVAL  OE  THE  FORESTER  OR  THE  DISTRICT  FORESTERS,  BE  SOLD  IN  THE 
OPEN  MARKET  OR  EXCHAI^GSD  FOR  OTHER  LIVE  STOCK,  AND  ALL  MONEYS  RE- 
CEIVED FROM  THE  OF  SUCH  MII'.IALS  QR  ANIMTiL  PRODUCTS  OE  AS  A BONUS 

IN  THE  EXCHANGE  OP  TEE  SAME  SHALL  BE  DEPOSITED  IN  THE  TREASURY  AS 
MISCELLAITEOUS  RECEIPTS. 

Condemnation  of  Property  Having  no  Sale  Value 

Nonexpendable  property,  including  animals,  worn  out  or  dam- 
aged beyond  repair 'which  has  no  sale  value  will  be  retained  when  the 
supervisor  is  custodian  until  it  can  be  inspected  and  condemned  by 
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the  district  forester  or  his  authorized  representative.  Supervisors 
v7ho  have  been  relieved  of  the  custody  of  nonexpendable  equipment  on 
the  Forest  by  transferring  the  custody  to  the  forest  clerk  are  author- 
ized to  inspect,  condemn,  and  destroy  nonexpendable  equipment  which 
is  no  longer  serviceable  and  is  beyond  repair  and  which  has  no  sale 
value.  A certificate  will  be  prepared  and  signed  by  the  custodian  on 
Form  85s,  in  duplicate,  on  which  the  inspector  will  also  certify  that 
the  property  has  been  inspected,  condemned,  and  destroyed.  Both 
copies  of  the  certificate  (Form  858)  will  be  submitted  for  the  ap- 
proval of  the  district  forester,  who  will  credit  the  m^ber  on  the 
records  and  inform  him  of  the  action  taken  by  an  indorsement  on  one 
copy  of  the  certificate. 

Instruments  of  which  replaceable  parts  become  broken  should 
not  be  condemned  and  destroyed,  but  requisition  should  be  made  upon 
the  property  clerk  for  new  parts,  which  v/ill  be  classed  as  expend- 
able. Calipers,  for  instance,  are  easily  damaged  in  use  by  the  grad- 
uated bar  being  broken.  When  this  happens  a new  bar  should  be  ob- 
tained by  requisition  and  the  instrument  repaired. 

Condemnation  of  Property  Having  a Sale  Value 

Nonexpendable  property  which  is  vvorn  out  or  damaged  beyond 
repair  or  which  is  of  no  further  use  to  the  Service,  but  which  has 
a sale  value,  will  be  retained  until  it  can  be  inspected  and  con- 
demned by  an  inspector  or  a district  executive  officer  and  its  sale 
authorized  in  writing  on  Form  217.  When  the  estimated  value  of  the 
condemned  equipment  does  not  exceed  $1,000  the  authorization  may  be 
signed  by  the  Forester  or  the  district  forester.  When,  because  of 
its  remoteness  and  the  comparatively  small  value  of  the  property, 
the  inspection  by  one  or  other  of  the  officers  specified  is  imprac- 
ticable, a list  and  description  of  the  articles,  with  ^ecific  rea- 
sons for  their  condemnation,  may  be  forwarded  to  the  district  for- 
ester. When  the  estimated  value  exceeds  $1,000  specific  authority 
must  be  obtained  from  the  Secretary  of  Agriculture. 

A certificate  of  condemnation  and  sale  will  be  prepared  by 
the  supervisor  on  Form  217,  in  duplicate.  The  sale  of  the  property 
will  be  advertised  by  notifying  interested  parties  by  letter  and  by 
posting  notices  (Form  259)  in  post  offices,  telegraph  offices,  and 
other  public  places.  No  expense  will  be  allowed  for  advertising, 
except  when  the  value  of  the  property  to  be  sold  clearly  justifies 
such  advertisement,  and  then  only  by  vrritten  authority  of  the  Secre- 
tary of  Agriculture.  When  the  property  is  sold  the  officer  to  whom 
the  authority  was  granted  will  pay  all  necessary  expenses,  such  as 
auctioneer’s  fees,  drayage , and  purchase  of  money  order,  and  will 
remit  the  net  proceeds  by  postal  money  order  to  the  district  deposi- 
tory, through  the  fiscal  agent  accompanied  by  a letter  of  trans- 
mittal (Form  861).  He  v/ill  send  both  copies  of  the  Form  217'  to  the 
district  forester. 
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The  forego3rxg  procediire  nil!  he  followed  in  the  disposal  of 
Improvements  which  are  of  no  further  use  to  the  Service. 

When  the  sale  is  approved  the  district  forester  will,  upon 
receipt  of  the  Form  S6l  from  the  fiscal  agent,  credit  the  officer 
who  made  the  sale  and  inform  him  of  the  action  taken  oy  stamped 
indorsement  on  one  copy  of  the  Form  217,  to  wiiich  he  will  attach  the 
original  Form  Sol. 

Exchange  of  Animals 

When  the  prior  consent  of  the  disti’ict  forester  has  oeen  ob- 
tained under  Heg^alation  A-p  approving  an  exchange  of  animals,  the 
following  proced'ure  should  be  followed: 

1.  Vihere  the  Service  pays  a bonus- 

The  supervisor  will  prepare  Form  3^^,  giving  the  name  and 
price  of  the  animal  to  be  received  and  the  name  and  value  of  the 
Government  animal  to  be  given  in  exchange,  accompanied  by  Form  ^^11 
on  both  animals  which  should  be  attached  tc  the  memcrandun.  copy  of 
Form  '^3., 

2.  When  an  even  exchange  is  made - 

The  super vi  soi*  will  report  the  animal  received  and  the 
animal  given  in  exchange  on  Form  939  duplicate,  and  accompany 
the  Form  939  '^ith  Form  411  fully  describing  Doth  animals,  and  send 
the  forms  to  the  district  forester  who  will  Indorse  upon  Form  939 
his  approval  of  the  transaction. 

3.  When  the  Service  receives  a bonus- 

The  supervisor  y/ill  report  the  animal  to  be  received  and 
the  animal  to  be  given  in  exchange  on  Form  939  duplicate  and 
accompany  Form  939  with  Form  411  fully  describing  both  animals  and 
send  the  forms  to  the  fiscal  agent.  He  will  also  prepare  a Form 
Sol  for  the  use  of  the  payor  in  transmitting  to  the  district  de- 
pository throu^  the  fiscal  agent  the  bonus  to  be  paid  to  the  Govern 
ment  for  deposit  to  credit  of  sale  of  Government  property.  vVhen 
payment  is  received  by  the  fiscal  agent  he  will  shov/  by  proper  stamp 
or  otherwise  upon  Form  S6l  the  receipt  and  date  of  payment  and  ;/ill 
then  forward  Form  939  together  with  Form  i+11  to  the  district  for- 
ester. Upon  notice  by  the  fiscal  agent  to  the  supervisor  that  the 
money.. has  been  received  the  sn.ipervisor  will  complete  the  exchange 
by  actual  delivery  of  the  animals. 

Annual  Fet-^rrn  of  Nonexoendab le  Property 

Annually,  on  December  31,  ^ property  ret-iorn  will  be  prepared 
on  Form  33^,  duplicate,  by  every  custodian  (clerk  or  supervisor)- 
or  member  who  is  accountabi.e  for  none:^endaole  property  on  the  rec- 
ords of  the  district  forester.  On  this  return  will  be  entered  the 


articles  and  the  n-umber  on  hand,  as  shovvn  on  the  last  return,  the 
articles  and  the  n'ornber  received  by  transfer  or  purchase  since  the 
last  return,  the  articles  and  the  number  disposed  of  by  transfer, 
by  certificate  of  less  or  of  sale,  and  the  balance  on  hand  on  the 
date  of  the  return.  There  will  also  be  entered  the  normal  needs, 
the  number  available  for  transfer  or  additional  number  needed. 

After  the  return  has  been  audited  and  corrected  the  two 
copies  will  be  signed  by  the  district  forester,  whe  will  keep  the 
original,  and  send  the  other  to  the  member  making  the  return. 

The  district  forester  may  waive  the  making  of  the  complete 
annual  return  for  not  longer  than  five  year  intervals,  but  an  an- 
nual return  must  be  made  covering  all  articles  in  which  there  has 
been  any  change  during  the  year  in  the  number  charged  to  the  cus- 
todian. 

Final  Settlement 

Final  payment  for  salary  or  reimbur sement  will  not  be  made 
to  members  granted  leave  without  pay,  firrloughed  or  separated  from 
the  Service  by  resignation  or  otherwise,  vvho  have  been  in  any  wa^/ 
responsible  for  public  property  lantil  evidence  is  f'ornished  to  show 
that  the  property  return  of  the  outgoing  officer  checks  with  prop- 
erty on  the  ground.  An  executive  office  making  such  certification 
without  adequate  assurance  of  the  correctness  of  the  return  will  be 
held  accountable  for  discrepancies  when  discovered.  The  executive 
officer  in  charge  will  be  held  responsible  for  notif^/ing  the  fiscal 
agent  before  final  payment  of  sa.lary  is  made,  and  before  final  pay- 
ment is  made  on  reimbursement  vouchers. 


FINANCIAL  POLICY  AND  COM'RQL 

The  outstanding  fact  in  the  financial  experience  of  the  For- 
est Service  is  that  an  appropriation  of  a certain  size  has  a vari- 
able purchasing  power.  The  results  produced  with  an  allotment  for 
running  a Forest  or  a project  may  vary  widely  owing  to  difference 
in  managing  ability  of  the  men  in  charge.  V/hile  it  is  true  that 
things  often  can  not  be  done  without  money,  it  is  also  true  that  the 
output  of  desired  results  by  the  Forest  Service  will  be  determined 
more  by  the  skill,  ingenuity,  and  determination  of  its  responsible 
administrators  than  by  any  variations  which  are  likely  in  its  appro- 
priations. 

There  can  be  no  final  level  or  system  or  standards  of  finan- 
cial management  in  the  Forest  Service.  There  must  be  endless  search- 
ing by  those  with  financial  responsibility  for  changes  which  will 
produce  better  results.  These  changes  rcay  be  in  the  nature  of  plain 
economy,  or  they  may  involve  the  discontinuance  of  Vvork  which  has 
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ceased  to  justify  itself,  or  closer  planning  and  control  of  time,  or 
a reorganisation  of  men  or  methods,  or  any  one  of  the  numerous  other 
changes  which  come  ahout  v;hen  sufficient  study  and  effort  are  put 
into  fiioancial  management. 


Estimate  Procedure 


Secause  of  the  ine'/i  table  change  in  forms,  due  to  the  growth 
of  the  Service  and  the  development  of  its  work,  pernianent  instruc- 
tions regarding  subrnissi.on  of  estimates  are  not  practicable.  Such 
instructions  a.£  may  be  necessary  will  be  issued  annually  by  the 
Forester  and  the  district  forester. 


Whi3.e  for  obvious  reasons  a certain  amount  of  uniformity  is 
necessary  in  financial  fomms  and  systems  of  control,  this  uniformity 
v/ill  be  held  at  the  necessa^ry  minijinijm  so  far  as  Service  needs  are 
concerned.  Each  district  forester  is  encouraged  to  follow  the 
logical  lines  of  development  in  financial  control  that  lie  ahead  of 
his  district.  Due  care  must  be  taken  to  avoid  transgression  of  fis- 
cal or  administrative  rules  and  to  secure  special  approval  for  any 
experiments  which  require  such  approval. 

Each  district  forester  and  si'pervi  sor  be  responsible  for 

keeping  in  touch  Y^ith  developments  elsewhere  and  for  avoiding  the 
duplication  of  any  experimental  work  carried  on  in  other  places 
Y/hich  will,  or  ma.y,  serve  his  purposes.  He  v/i  11  also  be  responslole 
for  putting  into  practice  in  his  district  or  Forest  any  developments 
in  financial  management  which  have  succeeded  in  other  units  and  are 
applicable  to  his  ovi/n.  A reasonable  amonnt  of  inter-district  and 
inter-Forest  travel  is  an  approved  means  of  maintaining  the  neces- 
sary touch  with  other  districts,  but  such  travel  is  not  the  only 
means  available.  Other  Important  factors  are.*  (l)  an  ax-titude  of 
appreciation  and  interest  toward  the  '.Yor?£  of  other  units.  (2)  the 
full  use  of  circulars  and  similar  material  which  is  now  regularly 
circulated,  and  (3)  questions  asked  and  problems  discxissed  by  mail. 
The  Forester’s  office  v;ill  go  as  far  as  possible  in  helping  such 
interchange  of  ideas. 


Conferences  for  allotment  as  well  as  other  purposes  are  ap- 
proved as  good  practice. 


Fire  Control  Funds  to  be  Held  for  Fjre  Control 


because  of  the 


uncertainty 


of  financial  needs  for  fire  con- 


trol in  the  spring  season,  and  in  order  to  devote  the  largest  prac- 
ticable proportion  of  available  funas  to  protection  of  the  Forests 
from  fire,  it  is  necessary  to  hold,  for  fire  control  v/ork  only, 
those  funds  allotted  for  such  work  at  the  beginning  of  the  fiscal 
year.  Allotments  should  be  made  on  July  1,  as  required  for  the 
normal  summer  and  spring  fire  season.  If,  for  any  reason,  less 
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than  the  sijins  allotted  for  P-s'oimier  g’oard  salaries  and  P-sinimer 
gi:3.rd  snhs-.  F.tence  are  spent  d-uring  the  s’^Jirnrer  season,  the  balances 
should  first  of  all  be  applied  on  any  ezpenditu-res  for  emergency 
guards  during  the  season.  Tliis  may  be  done  by  (l)  paying  any  lan- 
paii  accounts  for  emergency  guards  from  such  G--E  distii.ct  balances, 

(2)  transfer  of  the  charge  from  FF  to  GE  district  on  any  emergency 
guard  vouchers  remaining  in  the  hands  of  the  fiscal  agent,  (3) 
transfer  of  the  charge  from  FF  to  GF  district  on  the  booics  of  the 
fiscal  agents  or  (3)  if  the  balances  v/ill  be  not  greater  than  the 
amount  needed  the  following  spring  for  emergency  fire  fixating  ra- 
tions, P- summer  balances  may  be  set  aside  for  p^urchase  of  such 
emergency  rations  in  lieu  of  using  them  to  cover  paid  accounts  for 
em.ergency  guards.  If  any  balances  are  left  after  covering  all 
emergency  guard  expenditures  for  the  season,  (or  providing  for 
spring  purchase  of  emergency  rations  if  that  is  done),  such  bal- 
ances should  not  be  diverted  to  uses  other  than  fire  control,  but 
should  be  held  intact  for  use,  if  needed,  for  fire  control  in  the 
following  spring.  Such  balances  iiay  be  used  before  the  spring  fire 
season,  if  necessary  for  such  strictly  fire  control  p’orposes  as 
fire  signs  and  equipment,  and  meetings  primarily  for  instruction  of 
Forest  officers  in  fire  control  -bechnique;  provided,  however,  that 
unobligated  balances  remaining  in  allotmants  ether  than  for  fire 
control  are  first  exhausted.  Provided  he  has  had  no  call  from  the 
Forester  for  contributions  to  fire  situations  exi sting  in  other 
districts  a district  forester  who,  after  June  1,  finds  that  there 
are  in  his  district  balances  from  fire  control  allotments  of  the 
preceding  summer  which  he  does  not  need  for  any  fire  danger  that 
may  arise  in  his  own  district  during  the  month,  may  use  these  oal- 
ances  for  other  purposes,  such  as  delayed  purchases  of  urgently 
needed  equipment  for  adm.inj  strative  uses.  Ordinarily,  such  balances 
will  be  used  for  delayed  purchases  of  equipment  urgently  needed  for 
fire  control  rather  than  for  any  other  purposes. 

Principles  Governing  Expenditures 

Constant  vigilance  is  necessary  on  the  part  of  every  indi- 
vidual and  every  administrative  officer  to  make  sure  tlat  the  miles 
and  travel  expenditures  per  job  perforreed  are  kept  at  the  absolute 
minimum  by  careful  planning  of  travel,  by  careful  planning  of  work, 
and  by  the  use  of  the  least  expensive  means  of  travel  consistent 
with  the  interest  of  the  work  in  hand.  lb  is  also  necessary  to  make 
sure  that  the  jobs  for  which  travel  is  required  are  real  jobs,  neces- 
sary, and  well  worth  the  tima  and  expense  required.  It  is  possible 
for  men  to  work  hard  and  faithfully  by  merely  going  through  the  mo- 
tions of  traveling  from  place  to  place  and  doing  things  v;hich  are 
not  necessary  or  not  worth  doing.  It  is  particularly  impor ta.nt  that 
the  travel  on  account  of  meetings  be  closely  controlled,  in  order  to 
guard  a^inst  the  danger  of  uiproductive  expenditures. 
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G-reat  care  is  necessary  tc  g^uard  against  the  danger  of  'on- 
v/arranted  ejxpendlt-nrss  on  the  maintenance  ana  operation  of  trucks, 
boats,  automobiles  and  motorcycles.  When  there  is  occasion  to  use 
a Government  truck,  boat  or  automobile,  it  should  be  habitual  with 
the  responsible  officer  to  consider  the  true  cc st  of  running  the 
vehicle  for  the  number  of  miles  in  the  proposed  trip  and  scrupulous- 
ly avoid  any  trips  which  are  not  clearly  in  the  line  of  good  busi- 
ness. 


Overlarge  stocks  of  supplies  and  eauipment,  or  stocks  of 
^jnnecessarily  expensive  quality,  are  a recognized  sign  of  poor  fi- 
nancial management.  It  makes  no  difference  whether  such  overstock- 
ing is  secured  by  req;ai.si tion  on  Service  supply  depots  or  by  some 
form  of  purchase.  The  necessity  of  care  and  judgment  in  requisition 
ing  equipment,  or  requisitioning  snail  office  supplies,  is  just  as 
great  as  though  the  purchases  were  made  from  the  allotment  of  the 
officer  making  the  requisition.  Every  time  an  over  supply  of  ink  is 
allov/ed  to  dry  up  or  freeze  or  an  over  supply  of  forms  becomes  obso- 
lete, the  purchase  of  needed  field  equipment  is  delayed  just  that 
much . 

Purchasing  is  usually  not  an  easy  or  simple  matter.  There 
is  room  for  creditable  individual  work  in  even  the  purchases  made 
by  a district  ranger,  and  proportionately  larger  sums  can  be  saved 
for  one  of  the  many  urgent  needs  of  the  Service  if  Forest,  district, 
and  Service  buying  is  done  with  skill  and  ingenuity. 

Purchases  of  forage  should,  as  a matter  of  course,  be  con- 
solidated to  the  extent  that  savings  can  be  made,  and  judgLrient 
should  be  used  in  buying  at  zhe  time  of  year  when  forage  is  the 
cheapest.  To  the  full  exigent  permitted  Dy  common  sen 39,  horses, 

•when  not  needed,  should  be  put  on  pasture  or  winter  feed. 

Periods  of  employment  of  guards  and  rates  of  pay  sho'uld  be 
watched  and  so  handled  that  the  best  results  are  secured  for  the 
least  money.  This  does  not  necessarily  call  for  shorter  periods  of 
employment  or  lower  rates  of  pay;  there  is,  however,  considerable 
room  for  creditable  work  in  sizing  up  and  dealing  with  such  things 
as  (1)  the  need  for  guards  at  the  beginning  and  close  of  the  fire 
season,  (B.)  the  use  of  guards  employed  for  only  a few  v:eeks  or  a 
month  during  the  peak  of  the  season  instead  of  goards  employed  for 
the  full  season,  (3)  reduction  of  rate  of  pay  to  correspond  with  a 
declining  price  level,  (4)  rates  of  pay  necessary  to  get  competent 
fire  guards,  (5)  the  use  of  cooperators  at  times  of  particular 
danger,  (o)  offering  longer  periods  of  emplo^.-ment  at  lo'wer  wages 
by  switching  qualified  guards  to  road  or  trail  crews. 

Careful  analysis  should  be  made  of  the  way  Forest  officers 
are  using  their  uime  before  giving  them  administrative  or  other 
assistance . 
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The  procuring  and  preparing  of  wood  on  official  time  for 
headquarter  stations  when  approved  by  the  Forest  supervisor  should 
be  put  on  a job  basis  and  so  far  as  practicable  should  be  done  at 
the  time  of  year  when  it  will  not  interfere  with  other  work.  Time 
of  guards  and  assistant  rangers  should  not  be  employed  on  wood 
cutting  for  headquarter  stations  when  there  is  other  necessary  work 
for  them  to  do . 

Financial  cooperation  in  fire  control  by  private  landowners 
or  other  interested  agencies  including  those  dependent  on  important 
watersheds  should  be  developed  aggressively. 

For  use  of  fire  fighting  appropriations  see  page  114. 

Methods  of  Determining  Allotments  to  Districts 

Allotments  to  districts  will  be  based  on  their  comparative 
needs  for  the  appropriations  available,  and  comparative  needs  will 
be  determined  by  every  sort  of  a study  which  it  is  possible  to  make 
from  time  to  time,  of  the  different  kinds  of  work  done,  left  undone, 
and  needed  to  be  done  in  different  districts.  Unit  and  activity 
costs  will  be  considered  in  determining  allotments. 

Cost  of  Meals  at  Banger  Stations 

In  order  to  avoid  unjustifiable  variations  among  districts, 
it  is  necessary  to  establish  a maximum  limit  on  the  amount  for 
which  reimbursement  will  be  allowed  for  meals  secured  by  one  For- 
est officer  from  another.  Considering  the  ordinary  costs  of  food 
and  service  and  the  usual  prices  charged  at  hotels  on  and  near  the 
National  Forests,  fifty  cents  per  meal  seems  a reasonable  limit, 
and  reimbursement  should  not  be  claimed  for  more  than  that  amount. 

Subsistence  and  Lodging 

Forest  officers  and  employees,  unless  it  is  specifically  so 
provided  by  the  terms  of  their  employment  or  included  in  their  ap- 
pointment orders,  will  not  be  reimbursed  for  their  expenses  for  sub- 
sistence and  lodging  or  other  expenses  while  at  their  permanent  sta- 
tion or  place  of  employment.  They  may,  however,  be  reimbursed  for 
their  expenses  for  travel,  subsistence,  and  lodging  v;hen  aosent 
from  their  official  station  on  official  ousiness. 

Per  Diem  Allowance  and  Actual  Expenses 

Except  as  noted  in  the  following  paragraph  all  travel  will 
be  on  the  basis  of  reimbursement  for  actual  e^^enses. 

District  foresters  nay  make  exceptions  to  the  rule  of  actual 
expenses  in  those  infrequent  special  cases  in  which  actual  aJ^)ense 


reimbursement  is  obviously  impracticable,  i^n  example  is  where  a 
Forest  officer  has  his  family  with  him  while  on  detail  at  a Forest 
or  district  headqiiarters  and  it  is  mpracticatle  to  separate  the 
cost  of  subsistence  of  the  officer  from  that  of  his  family.  The 
rates  fixed  in  such  an  instance  should,  of  course,  be  reasonable 
and  in  conformity  with  Department  instructions.  A second  exception 
to  the  rule  of  actual  expenses  is  the  pack  trip  per  diem.  A per 
diem  of  not  more  than  $1.20  may  be  allowed  any  Forest  officer  to 
cover  subsistence  from  his  personally-ovmed  supplies  when  on  trips. 
Authority  for  such  a per  diem  will  be  included  in  letters  of  author- 
ization to  supervisors,  thus  eliminating  the  necessity  of  individual 
per  diem  authorization  letters. 

Perquisites  to  Fire  Fighters 

REG.  A-3.  FOREST  OFFICERS  E?^L0YING  TEMPORARY  MEN  FOR  FIGHT- 
ING FOREST  FIRES  ¥AY  AGREE  TO  IXJRNISH  FOOD  SOPPLIES  AND  TOBACCO  FOR 
THE  USE  OF  SUCH  ETvlPLOYESS  AND  AS  A PART  OF  THEIR  COIvIPENSATION,  IN 
ADDITION  TO  THE  PER  DIEM  TO  BE  PAID  SUCH  ElvlPLOYSES.  . 


Part  Payment  in  Supplies 

REG.  A-4.— HORSE  lESD,  EQUIBIENT,  FOOD,  ARTICLES  OF  CLOTHING, 
TOBACCO,  AND  OTHER  PERSONAL  SUPPLIES.  MAY  BE  FURNISHED  EMPLOYEES  ON 
LHJvdP  FUND  ROLLS,  THE  COST  OF  SME  TO  BE  .DEDUCTED  FROM  THEIR  WAGES. 

All  purchases  made  by  temporary  employees  direct  from  mer- 
chants must  be  specially  authorized  on  Forms  414  and  4l4a.  These 
forms  register  so  that  in  preparing  them  carbons  may  be  used.  Form 
4l4  will  serve  as  a requisition  and  receipt  to  the  merchant  and  will 
be  signed  by  the  supervisor  or  officer  in  charge  and  countersigned 
by  the, temporary  laborer  to  acknowledge  receipt  of  the  articles. 

It  wdll  then  be  delivered  to  the  merchant  furnishing  the  supplies 
and  by  him  attached  to  the  Form  5^'  voucher  on  which  pa'Tnent  is 
claimed.  The  supervisor  will  file  it  permanently  with  the  memo- 
randum, copy  of  the  5^. 

Form  4l4a  will  be  retained  by  the  issuing  officer  as  a record 
of  the  articles  furnished  temporary  laborers  in  lieu  of  wages  due. 
Tnls  form  will  be  attached  by  the  .supervisor  to  the  time  slip  and 
filed  permanently  in  the  supervisor’s  office.  It  need  not  be  signed 
by  the  laborer.  Upon  failure  to  make  the  necessary  deduction  from 
an  employee’s  wages  the  Forest  officer  responsible  will  be  held 
accountable  for  the  cost  of  the  goods. 

Wnere  supplies  are  iss^ued  -onder  Regulation  A-4  from  commissary 
stores  in  the  field  to  temporary  employees,  the  items  will  be  listed 
in  the  time  book,  and  when  the  time  slip  is  furnished  to  each'  laborer 
tne  items  issued  to  him  will  be  recorded  on  the  reverse  of  the  slip, 
the  statement  of  time  allowed  and  supplies  issued  to  him  to  be  signed 
by  the  laborer . 


"’^here  a s/ stern  oi  line  or  saocamps  is  used,  the  quartermaster 
being  stationed  at  the  headquarters  camp,  personal  supplies  sent  out 
by  pack  train  cr  otherwise  will  be  invoiced  to  the  camp  manager  or 
timekeeper  at  each  subcamp.  Hie  invoice  receipted  by  the  camp  man- 
ager or  timekeeper  will  be  returned  to  the  quartermaster.  Supplies 
will  be  issued  to  the  temporary  employees  by  the  camp  manager  or 
timekeeper  as  above,  notation  being  made  of  such  issues  on  the  time 
book  and  on  the  back  of  the  time  slip.  When  the  temporary  employee 
presents  his  time  slip  to  the  paymaster  the  latter  will  see  that 
appropriate  deduction  is  made  on  the  payroll  for  personal  supplies 
issued,  as  shown  on  the  reverse  of  the  time  slip.  Deductions  from 
wages  will  be  made  on  the  ba.sis  of  the  cost  of  the  supplies  or 
equipment  to  the  Service.  Cost  of  transportation  may  or  may  not  be 
included  as  a part  of  the  cost  of  the  supplies  furnished,  as  the 
district  forester  may  decide  to  be  adnini strati vely  desirable. 

Form  4l4b  v/ill  be  continued  in  print,  but  v;ill  be  used  only 
in  special  cases  or  under  unusual  circ^Jmstances,  where  the  super- 
visor may  consider  it  advisable  to  do  so.  However,  it  will  not  be 
attached  to  the  payroll  and  need  not  be  signed  by  the  laborer  un- 
less his  signature  to  the  time  slip  is  waived. 

The  paymaster,  after  completing  the  payroll,  will  summarize 
the  Issues  of  personal  supplies  from  these  vouchers  on  a statement 
which  he  will  certify  to  and  send  to  the  q^jartermaster . 

Purchases  made  under  fiegulation  A-4  Tv'ill  be  stated  on  Form 
5a  vouchers  in  the  regular  manner;  other  items  will  ordinarily  be 
omitted  from  such  vouchers.  The  vouchers  should  contain  an  explan- 
atory statement  to  the  effect  that  the  purchases  were  made  under 
Regulation  A-4  and  that  as  the  supplies  are  issued  to  the  employees 
offsetting  deduction  v/i  11  be  made  from  their  v^ages.  The  vouchers 
should  be  paid  from  the  same  appropriation  from  v/hich  the  wages  of 
the  laborers  are  payable,  and  should  be  charged  against  Budget  ex- 
penditures classification  number  33* 

In  exceptional  or  emergency  cases  where  it  is  administra- 
tively desirable  to  include  commissary  items  on  5^  vouchers  with 
other  classes  of  supplies  and  equipment,  there  is  no  objection  to 
so  doing  provided  the  estimated  quantity  of  the  total  purchased,  or 
the  specific  articles  to  be  used  for  commissary  p^orposes,  are  noted 
on  the  voucher. 

In  taking  up  deductions  on  payrolls  for  personal  supplies 
furnished,  notation  should  appear  thereon  to  the  effect  that  the 
deductions  are  made  under  Regulation  A-4, 

In  order  to  protect  the  Government  from  loss  Forest  officers 
must  exercise  care  and  judgpaent  in  furnishing  supplies  under  the 
foregoing  authority.  V/here  necessary  to  authorize  employees  to 
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purchase  clothing  ard  ether  supplies  in  advance  of 
the  value  of  the  supplies  should  be  limited,  ’ to  the 
amount  practicable. 


coTimenc.ing  work, 
smallest  possible 


By  an  opinion  dated  Jun.e  15,'  "^923  Solici'tor  held  that 
amounts  deducted  from  wages  '•ander  Regulation  A-4  may  be  letained 
in  the  appropriation  from  which  such  wages  are  pa-yaole. 

Commissary  will  be  treated  as  *non -'expendable  property  and 
the  district  foz'cster  will  prooude  an  accountability  r8co.rd  through 
w^hich  a check  of  purchases  and  issues  of  commiissary  can  h®,  maiin-- 
tained.  This  ma-y  be  done  by  charging  each  Forest  wuoh  all  items 
of  comiii  ssary  purchased  on  vouchers.  Records  of  toba-cco  and 
food  supplies  may  be  kept  by  value  instead  of  by  classes  of  articles. 

Forests  will  keep  a book  accoui^t  of  suppl.ies  or  eipalpment 
vhiich  will  contain  a comxDlete  record  of  all . purchases  and  issues 
under  Regulatic^n  A--4.  Shortagosvwill  be  cnax-ged  off  only  on  the 
basis  of  the  rules  prescribed  in, the  property  accouit.ing  section  of 
the  ivlanual  with  reference  to  the  'loss  of  none xpenda ole  a-r tides  of 
equipment  regularly  provided  by  the  Service.  A conmissary  return 
should  be  submitted  at  the  end  of  the  calendar  year  sho’wing  balance 
on  hand  at  end  of  previous  year;  con]missa.ry,  received  d.uxing  the  year; 
corruissary  issued,  and  commissary  for  v/hich  relief  has  cesn  given 
on  Form  S^S;  and  commissary  on  hand. 


Under  no  circ'Uistances  v^ri  11  money  be  accepted  in  payment  for 
supplies  or  equipment  issued  under  Regulation  A-4. 

Purcha.se s from  Funds  of  Conti f.fuoas  Fiscal  Years 

When  it  is  desirable  to  p'tirchase  supplies  in  the  spring  for 
use  throughout  the  field  season,  or  when  it  is  desirsbXe  to  purchase 
in  the  spring,  supplies  to  be  delivered  and  ready  for  use  p>romptiy 
on  July  1,  certain  difficultiefi  arise  because  the  end  of  the  fiscal 
year  comes  within  the  field  season.  This  difficulty  may  be  met  as 
follows: 

At  any  time  after  the  appropriation  bill  has  passed  and.  an 
allotment  iias  been  made  for  the  vvork  in  question  or  is  sure  to  be 
made,  supplies  can  -be  ordered  for  the  entire  field  season,  payment 
to  be  made  from  each  fiscal  year  according  to  the  amount  of  supplies 
used  in  that  2'^ear,  Should  any  of  the  supplies,  after  having  been 
placed  in  the  designated  points  of  use  on  the  Forests  be  used  be- 
fore July  1,  the  proportional  va.lue  of  such  supplies  used  during 
the  current  fiscal  year  should  be  vouchered  and  payment  made  at 
once  from  the  fionds  of  the  year  in  which  used. 

The  following  clause  should  be  inserted  on  Form  R when  deal- 
ers are  invited  to  submit  proposals: 


- 70  - 


'•The  above  supplies  are  for  use  during  the  sunzner  field 
season  of  (calendar  year,'  and  cnargeacle  to  appro- 
priations for  the  fiscal  year (current  year)  or 

(succeeding  fiscal  year)  according  to  date  of  use. 

The  right  is  reserved  to  order  cent  more  or  less  of  any 

item  or  items  covered  by  the  bids.” 


Payment  for  supplies  used  after  July  1 can  not  be  made  un- 
til that  date,  but  that  will  usually  not  be  much  of  a handicap. 


Expenses  of  transportation  will  be  paid  under  ordinary  con- 
ditions from  funds  available  for  the  fiscal  year  in  which  the 
transportation  .service  is  rendered.  However,  this  rule  may  be 
deviated  from  when  administratively  desirable  in  the  case  of  ship- 
ments of  supplies  purchased  on  or  before  June  30  the  service 
of  the  following  fiscal  year,  provided  that  the  faxts  and  the 
amount  involved  justify  the  necessary  special  handling.  In  each 
such  ca.se  the  purchasing  officer  must  accompany  the  memorandum 
copy  of  the  bill  of  lading  when  forwarded  to  the  fiscal  agent  with 
a letter  explaining  the  basis  on  which  the  transportation  charges 
should,  in  his  judgment,  be  paid  from  the  appropriation  for  the  en- 
suing year,  emphasizing  particularly  that  payment  for  rhe  supplies 
shipped  will  be  made  from  the  new  year  funds  and  that  the  purchases 
were  to  fulfill  the  needs  of  the  new  year. 


It  should  be  kept  very  clearly  in  mind  that  purchases  under 
the  foregoing  instructions  can  noi;  be  made  until  after  the  appro- 
priation act  has  passed.  When  the  appropriation  act  is  delayed  it 
is  not  necessary  to  await  its  passage  before  sending  out  invita- 
tions for  bids  if  a notation  is  made  on  the  bids  that  orders  for 
the  later  fiscal  year  will  be  subject  to  passage  of  the  necessary 
appropriation  act.  When  such  preliminaries  are  completed  it  will 
be  possible  to  place  orders  imasdiately  upon  the  passage  of  a de- 
layed appropriation  act. 

P^rrchases  at  or  Near  the  Close  of  Fiscal  Years 


Paragraph  ~(0  of  the  Departmental  Hegulations  stales  that 
’’Purchases  of  supplies  at  or  near  the  close  of  the  fiscal  year  for 
the  sole  purpose  of  expending  surplus  funds  shall  not  oe  made.” 

For  the  period  June  lb  to  June  3^  the  Department  Board  of  Av^ards 
will  open  no  bids  for  supplies,  equipment  or  services  to  be  paid 
for  from  appropriations  for  the  current  fiscal  year,  except  in 
cases  of  actual  emergency,  any  of  which  must  be  accompanied  by  a 
detailed  explanation.  Tlie  Board  will,  however,  open  proposals  for 
supplies,  equipmenw  and  services  to  be  paid  for  from  appropriations 
for  the  ensuring  fiscal  year. 

In  the  Forest  *Service  the  reg’j.lar  appropriations  are  nor- 
mally insufficient  to  permit  the  purc'nase  of  urgently  needed  equip- 
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ment  and  supplies  but  since  such  p’orchases  can  sometimes  oe  post^ 
poned  with  less  loss  than  would  result  from  failure  to  meet  other 
emergency  demands  which  arise  d’'uring  the  passage  of  the  fiscal  year, 
it  is  customary  to  postpone  purchases  of  needed  eq.uipment  until  near 
the  close  of  she  year  when  other  imperative  needs  have  oeen  met  and 
remaining  funds,  if  any  are  left,  can  be  applied  tc  pressing  needs 
for  equipment.  Within  reaboriable  limits  this  practice  is  good  busi- 
ness but  financial  control  by  the  Bureau  of  the  Budget  and  the  de- 
partment must  be  designed  to  meet  conditions  and  practices  very 
different  from  those  in  the  Forest  Service  v/hich  must  adapt  itself 
to  the  form  of  control  regarded  as  best  for  Governiaent  service  as 
a whole.  By  careful  planning  available  appropriations  can  be  made 
to  go  almost  as  far  in  meeting  National  Forest  needs  when  no  bids 
are  handled  by  the  department  Board  of  Av/ards  after  June  Ip  as  If 
bids  were  received  up  to  June  3^- 

The  procedure  of  the  department  Boa^rd  of  Awards  does  not  pre- 
clude the  making  of  district  purchases  after  June  Ip,  provided  such 
purchases  are  clearly  for  the  pirrpose  of  securing  urgently  needed 
equipment  the  purchase  of  which  has  noz  been  possible  earlier  in  the 
year  because  of  lack  of  funds. 

Acceptance  of  Bids 

district  Foresters  may  delegate  to  Supervisors  the  authority 
conferred  upon  them  by  paragraph  73  "tbe  regirlations  of  the  de- 
partment . 

Bids  for  Indefinite  Quantities 


When  it  is  good  business  to  do  so,  bids  may  be  invited  for 
indefinite  quantities  of  supplies.  This  is  not  good  practice  where 
supplies  are  needed  in  any  q^’cantity.  In  such  instances  it  is  better 
business  to  estircate  the  quantity  needed  and  ask  for  bids  on  the 
estimated  needs  with  a leeway  of  10  or  23  cent  if  desired.  But 
when  it  is  a case  of  Siiall  purchases  rurinlng  throu^  a season  on 
which  bids  for  definite  amo-onts  could  not  well  be  invited,  and  par- 
ticularly when  bids  are  invited  from  local  merchants  v/ho  know  from 
experience  what  the  volume  of  business  is  likely  to  be,  bids  for 
indefinite  quantities  may  result  in  a considerable  saving.  An  in- 
definite bid  is  not  binding  on  the  successful  bidder  unless  the 
acceptance  of  it  binds  the  Service  to  purchase  all  the  stated  im- 
terials  needed  dioring  the  period  and  within  the  region  specified  in 
the  invitation. 

Purchase  of  Trees  and  Shrubs  for  Planting  on  Banger  Station  Grounds 

Fruit  and  shade  trees,  grape  vines,  rose  bushes,  and  shrub- 
bery of  a similar  character  for  planting  on  Banger  Station  grounds 
may.be  purchased  at  Service  expense. 
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EEG,  A-5,  0EFICEE3  OH  EMPLOYEES  OP  THE  FCHEST  SERVICE  OE  AITY 
GRADE  OR  SAI.ARY  IN  THE  DISCRETION  OE  SUCH  OFFICERS  AS  THE  ECR- 
ESTEF  MAY  DESIGNA_TE^  SE  REQUIRED  TO  IURNI3H  SADDLE  AND  OTHER  ANI- 
mLS,  OR  MOTOR  VEHICLES  AND  EQUIFIvENT,  NSGESSAEY  FOR  THE  PEREOPI/ANCE 
OP  THEIR  OFFICIAL  DUTIES.  ALL  ANI]}/IALS,  VEHICLES  AND  EOUIE/iENT  SC 
SUPPLIED  WILL  BE  FURNISHED  UNDER  A CCNTEAiCT  OF  HIRE  WHICH  WILL  EE 
IN  WRITING. 

SHOULD  im  EMERGENCY  DEVELOP  REQUIRING  THE  USE  THEREOF,  iiNY 
FOREST  OIFICER  OWING  AlvilMALS,  MOTOR  VEHICLES.  OR  EQUimENT  NOT 
COVERED  BY  WRITTEN  CONTRACT,  IS  REQUIRED  TO  FURNISH  SUCH  ANIMALS, 

OR  EQUIHIENT  AS  MAY  BE  NECESSARY  FOE  SIvIERGENCY  FIRE  FIGHTING,  TRAIL 
BUILDING  OR  O'ZHER  OFFICIAL  USE,  AND  IN  THE  EVENT  SUCH  ANBLALS, 

MOTOR  VEHICLES,  OR  EQUIPMSTTT  AHE  LOST,  DAI'^IAGED  OR  DESTROYED  WHILE 
IN  SUCH  ACTUAL  USE,  THE  OUTER,  UPON  PROPER  PROOF,  MAY  BE  REIMBUR:SED 
THEREFOR  U^IDER  THE  PROVISIONS  OF  THE  ACT  OF  MARCH  4,  I913, 

FORAiGE,  C.\EE,  AZTD  HOUSING  FOR  ANIMiiLS  WILL  BE  FURNISHED  AND 
MILEAGE  AND  HOUSING  FOR  MOTOR  VEHICLES  WILL  BE  ALLOWED  WHILE  IN  USE 
ON  OFFICIAL  FJSIi^SS  OR  HELD  IN  READINESS  FOR  SUCH  USE. 


Contract  s 

In  30  far  as  rsa.y  be  practicable,  aniiEals,  vehicles  and  eq.uip^ 
inent  furnished  by  Forest  officers  for  official  use  will  be  covered 
by  contract  on  Form  434,  Form  43b  or  Form  435.  When  such  property 
is  damaged  or  destroyed  under  circumstances  which  make  it  possible 
to  reimburse  the  owner,  the  cases  will  be  handled  by  the  District 
Forester  and  payment  will  be  made  by  the  District  Fiscal  Agent,  sub- 
ject to  law  and  comptrollers’  decisions. 

Cases  arising  from  damage  to  animals  or  equipment  while 
being  used  on  official  work,  which  are  not  covered  by  contract, 
must  be  forwarded  as  hei^etofore  for  approval  by  the  Secretary  under 
zhe  Act  of  iviarch  4,  1913* 

The  second  paragraph  of  Reg.  does  not  contemplate  a 
requisitioning  of  such  equipment  but  is  included  to  crea-te  a con- 
tractual basis  which  will  permit  re imFrr semen 0 for  losses  of  equip- 
ment not  covered  by  written  contract  cut  v/hich  may  oe  used  for  some 
special  need. 

Certain  Principles  Governing  Re im'Dur’sement  for  Damage  to  Forest 

Officers’  Equipment 

1.  Re imbiar semen t may  be  made  to  cover  damage  to  animals, 
vehicles,  bedding,  camp  equipment,  and  horse  equipment,  but  will 
not  be  made  for  watches,  clothing  or  other  articles  of  a personal 
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nature.  Necessary  equipment  covered  by  the  regulation  is  defined 
to  mean  equipment  adequa.te  to^  and  adapted  for,  the  official  p'orpose 
District  Foresters  u’ill  define  in  detail  what  is  necessary  for  local 
needs. 

2.  District  foresters  will  hold  supervisors  strictly  ac- 
ccjnta.'ble  for  approving  on  contracts  only  rhose  appraised  values 
which  are  sound  and  defensiDle.  Values  used  must  not  exceed  a fair 
market  ve.lue  of  squapment  adequate  for  the  work,  regardless  of  what 
the  o\^'ner  may  feel  the  property  is  vy^orth  to  him.  As  the  values  of 
animals,  motors,  etc.,  deprecia^te  on  account  of  use  and  age,  the 
appraised  values  in  the  contract  should  he  revised  at  sud table  inter 
vals.  No  motors  should  be  a-ppraised  at  more  than  the  market  value 
of  Dodge  cars  of  the  same  age  and  relative  condition. 

3.  Reimbursement  will  not  be  made  for  damage  if  due  to 
negligence  of  the  owner  and  in  the  case  of  motor  venicles  will  not 
be  made  in  the  absence  of  proof  that  the  damage  was  not  due  to  fail- 
ure of  some  part  which  was  weakened  by  original  flaw  or  by  ordinary 
wear  and  tear. 

4.  Depreciation  on  account  of  age  or  use  since  appraised 
value  was  fixed  in  the  contract  must  be  considered  in  reimbursing 
for  losses. 

Hauling  and  Mileage 

Motor  vehicles  may  be  hired  from  employee  owners  for  hauling 
at  rates  to  be  determined  by  the  responsible  administrative  offi- 
cers, (1)  when  it  is  to  the  adventa.ge  of  the  Government  to  hire 
their  cars  in  preference  to  the  cars  of  nonemployee  owners,  and 
(2)  when  no  advantage  accrues  but  it  is  impracticable  to  hire  com- 
mercial machines.  The  ra-tes  agreed  upon  may  be  by  any  unit  in  keep- 
ing with  local  commercial  custom. 

Such  service  is  not  to  be  classed  as  "travel.”  Transporta- 
tion of  employee  owioers  or  other  Forest  officers  with  incidental 
equipment  or  the  transportation  of  small  regplar  supplies  must  be 
handled  under  the  authorized  reimhar sement  at  not  to  exceed  seven 
cents  per  mile. 

•The  determining  point  is  the  use  to  which  the  car  is  put, 
i.e.,  whether  for  travel  or  hauling.  If  travel,  seven  cents  is  the 
maximum  statutory  limit;  if  hauling,  any  reasonable  rate  agreed  upon 
by  the  administrative  officer  is  authorized.  Hauling  may  be  con- 
strued to  mean  the  transporting  of  temporary  laborers,  tools,  or 
supplies  provided,  of  course,  that  such  transportation  is  the  pri- 
mary purpose  of  the  trip.  In  the  event  that  one  or  two  Forest  of- 
ficers are  transported  merely  incidentally  to  the  hauling  job,  such 
a fact  wrould  not  necessarily  place  the  use  of  the  car  in  the  travel 
class. 
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Accounts  lor  such  hauling  should  oe  stated  cn  Port: 
vouchers  .and  should  show  the.purp'^^  tor  vruich  tue  veuicle  .is 
hired, 

Plarnrin^  and  Good  Jgd^ent  in  the  Use  of  Motors 

No  forin  of  travel  is  so  de  structive  to  goou  auxini  strati  on 
if  inroroperly  used  and  yet  so  valvtable  in  its  proper  field  as  the 
use  of  motors,  including  corornercial  vehicles  and  those  owned  by 
the  Government  as  well  as  by  Forest  officers.  Tne  careful  use  of 
motors  can  and  does  accomplish  large  savings  in  time  and  money, 
and  has  great  value  in  eriabiing  a given  number  of  men  to  handle 
large  increases  of  work.  On  the  other  hand,  in  the  very  ease  ana 
speed  of  motor  transportation  lies  a danger  that  the  economy  and 
importance  of  progressive  travel  will  be  overlooked.  It  makes 
for  spotted  travel,  back  tracking,  and  failure  of  men  to  stop  wiien 
they  should.  The  dominant  impulse  is  likely  to  be  to  get  there  in 
the  shortest  possible  time  re^rdless  of  the  need  for  haste.  Fur- 
thermore , over  use  of  motors  means  a loss  of  contact  with  that 
part  of  the  Forest  which  is  not  close  to  a road,  and  s:’'.ch  a loss 
of  contact  is  us'ially  destructive  to  the  work  and  standing  of  the 
officer  concerned.  The  only  sure  way  to  avoid  critician  in  con- 
nection with  the  use  ci  motors  is  to  be  certain  that  the  prin- 
ciples of  progressive  travel  are  closely  aohered  to.  District 
Foresters  and  supervisors  will  adopt  such  methods  as  may  be  neces- 
sary to  control  the  use  of  motors. 

No  Forest  officer’s  autcmobile  should  be  operated  on  mile- 
age wi  thout  a speedometer  or  odeometer:  Government-owned  motors 
will  likewise  be  eauipped  with  speedometers  or  odometers  in  order 
that  miles  of  use  and  cost  per  mile  may  oe  recorded  correctly". 


Forage 


District  Foresters  should  e staoli sh  for  the  District  such 
proced-'ure,  standards,  and  methoas  as  ii]a.y  be  necessary  to  insure 
against  poor  judg!2:ent  or  methods  in  p'urchasing,  excessive  rations, 
waste  in  feeding,  waste  by  feeding  wnen  animals  could  as  well  be 
on  pasture,  or  by  any  other  means. 


Wliile  it  is  important  that  no  unnecessary  sums  be  expended 


for  forage,  it  is  euually  important  that  suifi 
nished  to  provide  for  the  n-mnber  and  condition 
Forest  officer  needs  to  cover  his  country  sati 
proper  rate  of  speed.  To  allot  forage  for  an 
of  animals  is  as  waste zul  as  to  permit  forage 


cient  forage  be  fur- 
of  anln^ls  which  a 
sfactoriiy  and  at  a 
insufficient  number 
to  be  '.vasted. 


Practices  in  other  districts  should  be  watched  by  one  or 
more  responsible  members  of  each  district  -rganization  in  order  to 
catch  new  methods  and  ideas  of  value  for  local  application . 


district  is  expected  to  make  arx  effort  to  correlate  and  harmonize 
its  practice  r.oith  that  of  other  districts. 

The  leasing  of  agid  cnltnral  lands  in  consideration  of  a 
she. re  of  the  crop  to  he  delivered  for  official  Forest  purposes  is 
not  approved. 

Forage  should  he  produced  on  ranger  station  lands  only  when 
it  is  most  economical  to  do  so.  In  case  of  doubt,  preference  should 
he  given  to  purchase  in  the  open  market  to  avoid  any  danger  that  an 
unprofitable  use  of  ranger  or  supervisor  time  ma,y  be  req,uired  in 
connection  with  the  production  of  forage  on  Government  land. 


When  it  is  found  to  be  cheaper  to  p'or chase  forage  in  the  open 
market  than  to  produce  it  on  Government  land  r/hich  may  be  available, 
the  agricultural  Gcverninent  land  Involved  should  be  released  from 
withdrar/al  for  entry  under  the  Forest  Homestead  Act  if  .the  land  can 
be  classified  as  agri.cultu3’al  and  is  not  needed  for  administrative 


use  of  any  character.  This  paragraph  does  not  apply  to  purchased 
Forests. 


Fq.uipment  at  Banger  Stations 

No  rule  can  be  laid  down  for  what  should  be  furnished  at 
summer  stations.  For  dwellings  ai;  yearlong  stations,  Government- 
ovmedi  or  rented  by  the  Forest  Service,  the  following  eq.uipment  only 
may  be  furnished: 

Screens 

Wtndovv  siiades 

Cook  and  heating  stoves 

Stove  boards 

Kitcnen  tables 

Cupboards 

Linoleum  for  floors 
\jar  oa  ge  can  s 

Such  ecuipment  as  it  may  be  good  judgment  to  install  for 
the  use  of  visiting  Forest  officers. 

Water -using  equipment  is  installed  as  a part  of  the  perma- 
nent s true tur e in  Government  - o'vvne  d dwe  1 1 in g s . 

Complete  equipment  needed  for  offices  is  furnished. 

Lea  se  s 

The  Federal  Heal  Estate  Board  consisting  of  representatives 
from  each  of  the  executive  departments  and  independent  establish- 
ments of  the  Government,  organized  by  Circular  No.  "tLe  B'oreau 

of  the  Budget,  supervises  and  coordina-tes  all  activities  corrected 
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with  real  estate,  the  proc-orer-ient  thereof,  sale  or  disposal  and 
occupancy  'onder  lease.  Deeds,  adstracts,  leases,  and  other  instru- 
ments pertaining  to  real  estate  will  be  standardized  by  the  Board. 

All  new  leases,  where  the  amount  of  rental  exceeds  $5C0  per 
annum  or  where  the  term  is  for  mere  tha-n  one  year  req.uire  ,the  ap- 
proval of  the  Surveyor  General  of  real  estate.  Annual  renewals  of 
term  leases,  which  w^ere  approved  by  the  S-orveyor  General  of  real 
estate  when  originally  eiiecuted,  need  net  be  approved  by  him.  An- 
nual renewals  of  term  leases,  which  were  not  approved  by  the  Sur- 
veyor General  of  real  estate  when  originally  executed,  must  be  ap- 
proved by  him  when  the  rental  exceeds  $p00  per  annum.  Other  leases 
may  be  executed  and  renewed  by  the  district  forester  without  trans- 
mission to  Washington. 

Only  the  form  of  lease  approved  by  the  Federal  Eeal  Estate 
Board  sho'old  be  used  in  preparing  new  leases. 

The  following  instructions  should  be  observed  in  executing 
leases,  particularly  those  leases  v/hich  have  to  be  forvv’arded  for 
the  approval  of  the  Federal  Real  Estate  Board. 

1.  The  lease  shall  be  dated. 

R.  Tiie  full  r^me  and  residence  of  the  lessor  shall  be 
clearly  w'ritten  in  paragraph  1 of  the  lease, 

3.  The  premises  shall  be  fully  described,  and,  in  case  of 
rooms,  the  floor  and  room  number  of  each  room  given. 

4.  Whenever  the  lease  is  executed  by  an  attorney,  agent  or 
trustee  on  behalf  of  the  lessor,  two  authenticated  copies  of  his 
power  of  attorney  or  other  evidence  to  act  on  behalf  of  the  lessor, 
sha  11  a c c ompany  the  le  a se  . 

5.  When  the  lessor  is  a partnership,  the  names  of  the  part- 
ners composing  the  firm  shall  be  stated  in  the  body  of  the  lease. 
Tne  lease  shall  be  signed  with  the  partnership  name,  follov/ed  by 
the  name  of  t:ae  partner  signing  the  same. 

6.  Where  the  lessor,  is  a corporation,  the  lease  shall  be 
signed  -with  the  corporate  name,  follo'wed  by  the  signat^rre  and  title 
of  the  officer  or  other  person  signing  the  same  on  its  behalf,  duly 
attested,  and  if  req;aested  b.y  the  Government,  evidence  of  his 
authority  tc  so  act  shall  be  furnished. 

7.  Under  paragraph  6 of  the  lease  insert  necessary  facili- 
ties to  be  f-^jrnished,  such  as  heat,  light,  janitor  service,  etc. 
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S,  Vv'hen  Interlineations,  deletions,,  or  other  alterations 
are  made,  specific  notation  of  the  same  shall  he  entered  in  the 
blank  space  following  paragraph  11 .before  signing. 

9.  If  the  property  leased  is  located  in  a state  rectuiring 
the  recording  of  leases  in  order  to  protect  the  tenants’  rights, 
care  should  be  taken  to  con^ily  with  all  such  statutory  reqp.lrements. 

Printed  lease  forms  are  carried  in  stock  by  the  Property 
Assistant , 

One  original  and  five  carbons  should  be  sent  to  Washington 
when  leases  have  to  be  approved  by  the  Federal  Heal  Estate  Board, 

When  approval  is  secured  one  copy  will  be  returned  to  the  District 
Forester , 

All  leases  and  renev/als  will  be  prepared  by  the  Assistant 
to  the  Solicitor  in  District  offices. 

In  the  lease  form  approved  by  the  Federal  Heard  Estate  Board, 
the  30  day  renewal  clause  authorising  the  Government  to  give  notice 
of  intent  to  terminate  a lease  was  emitted  because  it  was  believed 
that  this  clause  prevented  the  Government  from  making  contracts  as 
favorable  as  would  be  possible  otherwise.  There  is,  however,  no 
objection  to  the  inclusion  by  the  Forest  Service  of  a 30  day  or  90 
day  termination  notice  clause  in  its  leases.  The  }Q  day  notice 
should  be  used  in  small  and  relatively  unimportant  leases  and  a 90 
day  clause  used  in  the  larger  leases. 

Paragraph  5 of  the  approved  lease  form  may  be  replaced  by 
substituting  as  paragraph  12  the  following: 

”It  is  mutually  xnder stood  and  agreed  by  and  between  the 
parties  hereto  that  in  the  event  Congress  shall  within  the  period 
of  this  lease  or  any  renewal  thereof  make  an  appropriation  from 
which  rental  hereunder  nay  be  paid,  then  the  passage  of  such  appro « 
IDriation  shall  operate  automatically,  without  notice  from  the  Govern*- 
ment,  to  renew  or  extend  this  lease  or  any  renewal  thereof  for  the 
year  for  which  such  appropriation  is  available  for  e.&pendlture,  not 
extending,  however,  beyond  the  thirtieth  day  of  Jane,  one  thous^d 
nine  hundred  and  ” 

This  is  in  order  to  make  the  lease  autoroaticaily  renewable 
for  a period  of  years  contingent  upon  the  passage  of  th^5  annual 
appropr iat i o n bi 11 . 

In  transmitting  a lease  or  renewal  for  approval  oy  the  Fed- 
eral Real  Estate  Board,  the  essential  data  should  be  suratarised  on 
letterhead  paper  with  five  carbons  all  on  regular  letterheads. 

The  following  form  should  be  used: 
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Eelative  to-:  ^ a..ireeiiien.t 

. ..  Ne^u:  lease  'or  agreeise.nt 

City  and  State: 

Street  and  N^isiSer: 

Lessor  corporation:  Yes  ’ 

No 

State  in  v;h.icii  incorporated: 

Lessor  Firm  of  partners:  Yes 

No 

Name  of  partners: 

Name  of  building  and  description  of  space: 


Name  and  adore ss  of  lesser: 

Rental  rate  per  . , $ . payable 

Rental  includes  items  for: 


^ace  to  be  used  for: 
Remarks: 


Certificate 

This  is  to  certify  that  the  premises  occupied  or  to  oe 
leased  are  the  only  cnee  available  at  any  place  suitable  for  tne 
purpose  intended,  and  the  rental  nov;  and  heretofore  paid  or  v.’hich 
it  is  proposed  to  pay  is  just  and  reasonable  and  the  Ico'est  ob- 
tainable, This  lease,  therefore,  is  necessary  and  essential  ana 
is  recommended  for  the  fiscal  year  ending 
after  a full  consideration  ox’  ail  questions  invclTed, 


- IS 
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Personnel^  ^ . 

Recruiting  ; • ‘ 

REG.  A-6— ONLY  ^QUALIFIED  CmZKNS  OF  THE  UNITED  STATES,  WHO 
EETf/EEN  THE  AGES  OP  21  AND  35  ARE  ELIGIBLE  FOR  EXAvlINATION  FOR 
THE  POSITIONS  OF  FOREST  ASSISTANT,  DAZING  ASSISTANT  AND  FOREST 
BANGER.  SELECTION  FOR  APPOIN'L^EI^T  AS  FOREST  RANGFR  WILL  EE  MADE 
WHEN  PRACTICABLE  FROI',i  QUALIFIED  CITIZENS  OF  THE  STATE  IN  WHICH  THE 
NATIONAL  FORESTS,  RESPECTIVELY  ARE  SITUATED.  THESE  QUALIFICATIONS 
WILL  NOT  BE  WAIVED  UNDER  ANY  CIRCUMSTANCES  EXCEPT  THAT  ALL  AGE 
LIMITS  ARE  WAIVED  FOR.  I^ETERANS  OF  THE  WAR  WITH  GEB^LANY. 

As  the  future  of  the  Forest  Service  Is  dependent  upon  the 
quality  of  its  personnel,  so  the  quality  of  its  personnel  is  de- 
pendent on  the  quality  of  the  recruits  entering  the  Service. 

While  full  advantage  will  oe  taken  of  the  facilities  imde 
available  by  the  Civil  Service  Conmission,  the  recruiting  of  guards, 
rangers,  technical  men,  and  others  can  be  greatly  aided  through  the 
personal  efforts  of  Forest  officers.  Forest  Supervisors  are  in  a 
particularly  favorable  position  for  recruiting,  and  every  Super- 
visor should  consider  himself  a recruiting  agent  for  the  Forest 
Service . 

ST:q>ervisors  should  regularly  endeavor  to  find  enough  desir- 
able young  men  to  take  the  ranger  examination  to  more  than  offset 
their  annual  turnover. 

The  recruiting  of  guards  may  be  delected,  in  whole  or  in 
part,  to  the  District  Rangers,  but  the  Supervisor  should  know  in- 
timately the  kind  of  men  who  are  being  recruited  for  guard  v^ork, 
and  whether  they  are  the  best  that  can  be  secured  under  the  circum- 
stances. The  recruiting  of  guards  is  not  a job  to  be  done  3^  days 
or  less  before  the  fire  season.  It  should  instead  be  a year-long 
process  of  searching  for  and  keeping  in  touch  with  the  best  men. 

When  the  Supervisor,  because  of  the  voider  range  of  his  work,  has 
oppcrtTunitie s for  selection  of  guards  which  are  better  than  those 
of  District  Rangers,  those  opportunities  must  not  be  neglected. 

District  Foresters  and  Forest  Supervisors  naturally  take  the 
greatest  interest  and  pride  in  the  careers  ana  achievements  of  men 
for  ‘Whose  recr'uiting  or  early  development  they  have  been  responsible. 
It  is  cause  for  congratulation  when  a forest  graduates  men  irxto 
supervisor  or  other  responsible  positions. 

Responsibility  of  Supervi sor y Officers  for  Work  of  Subordinates 

One  of  a district  forester’s  and  other  administrative  offi- 
cers* most  important  duties  i s to  make  sure  wZcich  of  his  employees 
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are  doing  fully  sati  sfac tory  v/ork'and  '.vnich  are  uot.  Employees 
'?ho  are  not  giving  satisfactory  service  should  receive  careful  at- 
tention to  the  end  that,  if  possible,  their  work  my  be -brought  up 
to  a satisfactory  level  at  the  earliest  practicable  date.  Employees 
who  fail,- after,  fair  -trial.,  t'o  render*  satisfactory  service  should 
be  elim:’ra.ted  from  the  Service- without  undue  delay  by  one  of  the 
methods  open  'under,  civil^service  la;7 'and  departmental  policy*  The 
district  forester  can  not  deal  personally  with  all  of  the  Ccvses  of 
unsatisfactory  work  which  may  arise  in  his  district,  but  he  is  re- 
quired to  hold  supervisors  and  other ' subordinates  to  a strict  ac- 
countability for  carrying  but -the  policy  and  methoas  of  the  Service 
for  dealing .vvith  unsatisfactory  wrork.  It  should  be  appreciated  by 
all  that  the  standing  of  the  district  forester  is  directly  affected 
by  the  instances  of  unsatisfactory  w-ork  iri  his  district,  and  the 
efforts  that  -have  .been  made  to  remedy  them,  - ■ ■ 


District  foresters  will  require  tliat  before  the  beginning  of 
each  field  and  v/inter  season  each  administrative  oi'ficer  responsible 
for  the  work  of  one  or  more  su.bordir-ate's  ‘shoui-a  sit  ctovrn  with  a list 
before  him  of  the  employees  for  whom  he  is  responsible,  and  after 
reviewing  the  work  of  e’acrJ.  aecide  either  that  the  vork  of  xhat  em- 


aoyee 


is  sati  sfac  tory,- or  *that  it  is  not. 


trative 


If  the  work  of  any  employee  is  not  satisfactory,  the  adminis- 
officer  should  formulate  a clear  statement  of  the  respects 


in  which  the  einp,loyee  -s  work  i 
por  tuni ty , the  admini s tr at i ve 
the  employee  those  points  in  w 


3 not  satisfactory.  At  the  first  op- 
oificer  should  discuss  frankly  with 
hich  his  work  is  not  satisfactory,  and 


indicate  the  speci  fic  things  w*hich  must  be  done,  or  the  specific 
deficiencies  which  must,  oe  overcome  in  order  to  laaks  the  work  satis- 


factory. Frank  discussion  of  these  points  may  lead  to  an  immediate 
decision  as  to  the  need  for  a transfer  to  some  other  assignment,  or 
that  the.  rcan  is  not  fitted  for  National  Forest  w'ork.  Memoranda  of 
such  conversation  should  ai'ways  be  made  for  the  record  and  for  the 
employee  concerned.  • ; 


Vfnen  the  ':jo7k.  of  any  emplc;/eie  is  net  sarJs factory,  a definite 
period  of  time  should  be  set  within  which'  the  deficiencies  pointed 
out  must  be  made  good  or  action  of  some  character  sach  as  resigna- 
tion, transfer,  etc.,  will  be  -necessary.  Tliis  period  will  ordinarily 
be  the  ensuing  six  months.  Only  in  flagrant  or  e:cc;eptiorial  cases 
should  transfers  be  made  or  discipl-iriary  action  taisieri  without  giving 
the  employee  a reasonable  time  to  make  good  the  deficiencies  pla^iniy 
and  specifically  pointed  out,  but  as  a necessary  feature  of  this 
policy  the  checking  up  at  the  expiration  cftlie  probationary  period 
allowed  must  be  thorough  and  the  action  then  taken  consistent  with 
the  prior  vmirning. 


vvill 


It  is 
prevent 


a m 

+ '.no 


is  take  to  believe  that  the  Civil  Service 
di  scharge  of  an ‘employee  for  ir4*fficienc 


Commi  ssion 
y , The  Cem- 
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mission  w5.xl  never  viuestion  a separation  nnless  it  has  reason  to 
Delieve  that  a religions  or  political  motive  entered  into  the  acoion 
taken,  or  that  the  employee  was  the  victim  of  grossly  unfair  treat- 
ment. 

The  Secretary  and  the  Forester  will  require  a sho'wing  that 
the  inefficiency  of  an  employee  recommended  for  dismissal  is  real; 
that  prejudice  and  partiality  have  not  influenced  the  recommenda- 
tion, and  that  the  employee  has  been  given  a fair  chance  to  remove 
the  faults  found  with  his  work. 

The  only  exceptions  which  administrative  officers  are  author- 
ized to  make  in  the  application  of  the  Service  policy  regarding  un- 
satisfactory work  is  that  in  exceptionally  meritorious  cases  em- 
ployees who  are  not  doing  satisfactory  ;vork  because  of  age  or  broken 
health  and  are  doing  the  best  of  which  they  are  capable  should  be 
carried  until  eligible  for  retirement  or  until  recovery  of  health, 
at  a salary  properly  adjusted  to  the  v;ork  they  are  able  to  do. 

Authority  of  district  Forester  in  Personnel  blatters 

The  district  forester  has  authority  to  make  such  transfers 
and  assignments  of  the  personnel  in  his  district  as  he  may  consider 
necessary  except  in  the  case  of  assistant  district  foresters  or 
specialists  on  the  district  staff  which  must  be  considered  and  ap- 
proved by  the  Forester  in  advance.  ' V7ith  the  above  exceptions,  all 
other  recommendations  of  the  district  forester  to  fill  vacant  posi- 
tions in  his  district  will  be  approved  by  the  Forester  and  forwarded 
to  the  Secretary  unless  in  conflict  with  Service  or  departmental 
policy. 


Terms  of  Service 


si 

th 


Fvery  employee  entering  the  Service  as  ranger,  forest  as- 
stant  or  grazing  assi stant  should  know  certain  requirements  of 
e work  'which  he  is  entering.  The  important  requirements  which  a 


new  member  accepts  when  he  enters  the  service  are: 


1,  With  few  exceptions,  administrative  and  teckriical  Jobs 
are  traveling  Jobs  in  the  Forest  Service . and  .require  absence  from 
home  for  a considerable  portion  of  the  year, 

2.  All  members  of  the  Service  under  permanent  appointment, 
who  travel  on  the  Forests,  must  p:^cvid9  thenselT5s  with  a Forest 
Service  uniform  of  the  approved  to^pe  and  'will  be  expected  i;o  wear 
it  when  in  the  Judgnent  cf  the  individi-ia-1,  the  use  of  the  laniiorm 
is  desirable  for  the  work  in  hand.  For  specifications  -of  uniform 
see  page  35. 
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3.  Technical  men  who  v.'ish  to  advance  to  positions  of  ad- 
ministrative re sponsioility  should  acquire  the  experience  to  enable 
them  to  qualify  for  appointment  as  district  ranger.  A year  of  suc- 
cessful work  as  a district  ranger  ordinarily  must  precede  the  ad- 
vancement of  a technically  trained  man  to  a position  as  assistant 
to  a supervisor,  or  to  work  as  a specialist. 

U.  Vvhile  transfers  after  the  first  few  years  of  service  are 
avoided  as  far  as  possible  because  of  the  persorial  and  official 
losses  they  entail,  it  is  at  times  necessary  nevertheless  to  trans- 
fer employees,  and  while  every  reasonable  consideration  will  be 
given  to  personal  reasons  for  not  wishing  to  move,  every  member  of 
the  organization  should  expect  to  transfer  if  Service  interests  will 
be  served  thereby.  Frequent  transfers  in  tiie  first  years  of  service 
are  often  of  advantage  to  an  employee. 

3.  Whenever  it  is  to  the  advantage  of  the  Government  to  do 
so.  Forest  officers  may  in  the  discretion  of  the  supervisor  be  re- 
quired to  furnish  the  norse  or  motor  equipment  they  need  for  the 
transportation  of  themselves  and  their  personal  equipment  over  the 
unit  with  which  they  are  connected. 

G.  No  Forest  officer  may  employ  under  his  direction  any  of 
his  immediate  relatives  by  birth  or  marriage  in  any  Forest  Service 
work  without  first  having  sec^ired  the  approval  of  his  superior  offi- 
cer. When  it  is  desired  to  engage  such  a relative  for  Forest  Ser- 
vice work  a full  statement  of  the  reasons  why  the  selection  is  con- 
sidered advisable  must  be  submitted  to  the  superior  officer  in  ad- 
vance. This  rule  will  not  apply  in  case  of  emergency  such,  for  ex- 
ample, as  the  suppression  of  a Forest  fire;  nor  will  it  operate  to 
prohibit  relatives  of  Forest  officers  from  securing  contracts  for 
Goverriment  work  when  such  contracts  are  awarded  after  competitive 
bids. 


The  us'jal  policy  will  be  not  to  assign  a relative  under  an 
immediately  superior  officer  even  though  under  civil  service  ap- 
pointment . 

7.  The  following  rules  of  conduct  are  binding  upon  all  em- 
ployees of  the  Service: 

a.  No  member  of  the  Forest  Service  shall,  under  any  circum- 
stances, file  or  initiate  a claim,  directly  or  indirectly,  under 
any  of  the  public  land  lavvs,  to  land  within  the  limit's  of  the  Na- 
tional Forests.  A member  who  has  secured  a claim  under  an:v  of  the 
public  land  laws  to  ffuch  lands  before  its  inclusion  witiin  the  Na- 
tional Forests  or  before  his  appointment  as  a Forest  officer  v/ill 
be  allowed  to  perfect  his  title,  but  may  be  compelled  to  choose  be- 
tween his  claim  and  his  position  should  his  duties  make  it  impos- 
sible for  him  to  comply  with  the  residence  or  improvement  require- 
ments. 
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b.  No  mer/Der  of 
eluded  within  a National 


the  Forest  Service  may  acquire  land 
Forest  au7.o.er  3.ny  of  the  Federal  or 


not  in- 
state 


land  laws,  or  have  an  interest  in  any  a 
or '•company  for  mad  with  the  view  to  eoqr 
action  might  prejudice  his  standine;  as 
his 'Official  actions,  or  tend  to  cring 


.OHOcia-tions,  partnerships , 
;iring  enrh  iand.o,  if  5Wi?h 
a Fore  SI/  officoT,  influence 


cr i tic ieiu  ut/on  the  forest 


Service . 


c.  No  member  of  the  Forest  Service  may  pnrehas 
land  within  or  near  a National'  Forest  if  such  action  m 
dice  his  standing  as  a Forest  officer,  IniFaence  his  c 
action  or  tend  to  bring  criticism  upon  the  Forest  £erv 


is  pri-zate 
i^-it  preju- 
fxi.rhal 
ice . 


d.  No  member  of  the  Forest  Service  rna.y  carry  on 
ing  or  farming  operations  without  specific  approval  of  t' 
forester,  'who  'vvill  approve  such  activity  where  a cl 


stock  raiS“ 
he  district 
.car  show- 


ing is  made  that  it  will  not  interfere  wich  cfi'icial  wo-ck  cf  the 
officer.  This  rule  does  not  apply  to  the  raising  of  garcen  prod- 
ucts and  animals  p’rimarily  for  the  use  of  the  officer  and  hrs  family 


with  sale  of  an  incidental  s'urplus. 


e.  No  member  of  the  Forest  Service  shall,  as  principal, 
partner,  or  agent,  speculate  or  be  comrrei’ciahly  interested  in  tim- 
ber or  other  forest  products,  or  in  live  stock,  or  in  any  ownership 
or  lease  of  any  timber la'nd,  or  in  any  lumbering  contract  or  ope.ra- 
tion,  whether  on  the  National  Forests  or  elsewhere,  when  such  action 
will  prejudice  his  standing,  influence  his  official  action,  or  tend 
to  bring  criticism  upon  the  Forest  Service. 

f . No  member  of  the  Forest;  Service  shall,  as  principal, 
partner,  or  agent,  be  interested  in  any  enterprise  which  profits 

by  the  use  of  any  National  Forest  on  which  he  is  employed,  or  by  any 
investigation  or  other  v/ork  in  v;hich  he  may  be  engaged,  except  as 
otherwise  provided  herein. 


g.  No  member  of  the  Forest  Service  shall,  directly  or  in- 
directly, engage  in  or  profit  by  private  business  transections  'with 
or  receive  gifts  ii'cm  e.  National  Forest  user  or  others  with  whom  he 
has  official  relations  -which  might  influence  his  official  action  or 
tend  to  .3:opose  the  Forest  Service  to  cri'i-icism.  Accepting  free 
board  from  a timber  operator  'with  whom  an  employee  is  worlcj-ng,  or 
doing  extra  work  for  an  operator  .in  return  for  board  will  ce  fol- 
lowed by  separatio'n  if  the  employee  had  been  told  of  the  rule  against 
such  a course,  district  foresters  will  hold  supervisors  acco-^uj cable 
for  seeing  to  it  that  every  new  employee  has  his  attention  called  to 
the  rule . 


h.  It  is  improper  for  any  member  of  the  Forest  Service  to 
gra.nt  any  privilege  or  permit  by  v;hich  he  or  any  member  of  his  family 
will  profit,  direccly  or  indirectly,  &ach  permits  may  be  issued  only 


by  his  official  saperior, 

i.  Whenever  in  gran'^ing  a permit  or  in  making  any  decision 
or  recommendation  the  good  faith  of  a memoer  of  the  Forest  Service 
might  be  quest ioned,  on  the  gronnd  tnat  the  action  was  influenced 
by  personal  friendship,  family  relationship,  or  business  interests, 
the  Forest  officer  may  refer  the  case  to  his  official  superior  when 
in  his  judgment  this  course  is  advisable  in  order  to  protect  him- 
self and  the  Service. 

j.  No  member  of  the  Forest  Service  shall  give  or  use  in- 
formation acqiaired  by  means  of  his  official  position  to  advance  the 
interests  of  himself,  his  family,  his  business  associates,  or  his 
persona.l  friends  over  those  of  other  persons. 

k.  No  member  of  the  Forest  Service  shall  engage  in  any 
speculation,  mercantile  transaction,  or  other  activity  of  a charac- 
ter to  engross  his  attention  or  to  divert  it  from  his  public  duty. 


1.  A Forest  officer  is  a representative  of  the  National 
Government,  and  as  such  his  acts  as  a private  indiviaual  are  par- 
ticularly open  to  criticisn  and  may  reflect  on  the  Service.  Con- 
sequently, he  must  set  and  hold  to  a high  standard  of  persohial  con- 
duct and  integrity  that  vi^ill  safeguard  the  Service  against  criti- 
cism and  embarrassment. 


m.  The  orders  prohibiting  political  activity,  which  follow, 
will  be  strictly  enforced. 


POLITICAL  ACTIVITY. — ^Pule  1,  section  1,  of  the  civil  service 
rules  reads  as  follows'- 

No  person  in  the  executive  civil  service  shall  use  his  offi- 
cial authority  or  influence  for  the  purpose  of  interfering  with  an 
election  or  affecting  the  result  thereof.  Persons  who  by  the  pro- 
visions of  these  rules  are  in  the  competitive  classified  service, 
while  retaining  the  ri^it  to  vote  as  they  please  and  to  express 
privately  their  opinions  on  all  political  subjects,  shall  take  no 
active  part  in  political  management  or  in  political  campaigns. 

The  first  sentence  of  the  .'•^jile  applies  to  every  person  in 
the  executive  civil  service,  irrespective  of  the  method  of  his  ap- 
porntment.  The  second  sentence  oi"  the  rule  applies  t.o  all  personas 
holding  positions  in  the  coiii^re'titive  classified  service,  whether 
the  appointment  be  permanent  or  temporary-  in  character,  and  oy  de- 
partmental action  l-ias  also  generally  been  made  applicable  to  un- 
classifjed  laborers. 

The  following  forms  of  activity  have  been  held  to  be  for- 
bidden by  this  provision: 
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Service  on  political  conmittees;  service  as  delegates  to 
Sta.tp  ^ coanty,  or  district  conventions  of  a political  party,  al* 
thoc-gh  it  was  'onder stood  that  the  employees  ;vere  not  "to  take  or 
use  any  political  activity  in  going  to  these  conventions  or  other- 
wise violate  the  civil  service  rules]”  service  as  officer  of  a 
political  duo,  or  as  chaintian  of  a political’-r£ieetlag>  continued 
political  activity  and  leadership;  activity  at  the -polls ; oh  elec- 
tion day;'  the  p'ahlicat'ion  or  editing,- of ’a’ newspaper  in  ’.the  inter- 
ests of  a political  party;  the  publication  of  politfical  articles 
bearing  on  qfoalifications  of  different  candidates;  the  distribu- 
tion of  political  literature;  holding,  office  in  a club  'vvhich  takes 
an  active  part  in  political,  campaigns  or  management;  making  speeches 
before  political  meetings  or  clubs;  circulation  of  petitions  having 
a political  object,  of  petitions  proposing  amendments  %o  a miuniclpal 
charter,,  of  petitions  favoring  candidates  for  municipal  off^-ces; 
candidacy  for  or  holding  of  elective  office;  accepting'  nomination 
for  political  office  with  the  inteiition  of  resigning  from  the  com- 
petitive service  if  elected;  service  as  a commissioiier  of  election 
in  a comrnunity  where  it  was  notorious  that  a commi.  ssicner  of  elec- 
tion arast  be  an  active  politician;  service  as  inspector  of  elec- 
tion, ballot  clerk,  ballot  inspector,  judge  of  election,  or  member 
of  election  board;  or  generally  any  form  of  activity  in  political 
management  or  political  campaigns,  though  not  specifically  men- 
tioned above.  • 

Inasmuch  as  the  issuance  of  a certificate  for  reinstatement 
is  discretionary  ?;ith  the  civil  service  conmission,  no  C€rtificaT.e 
will  be  issued  in  any  case  where  the  party  applying  for  reinstate- 
ment has  previously  resigned  with  a view  of  running  for  office,  or 
v/ith  a view  of  indulging  in  a degree  of  political  activity  which 
would  be  prohibited  if  he  had  remained  in  the  service,  and  Vvho 
afterwards,  having  failed  In  his  candidacy  or  having  indulged  in 
the  contemplated  activity,  seeks  reinstatement, 

POLITICiO.  ASSESSIETTS  OH  CQNTRIEUflQNS.  — Ihe  civil- service 
act  (22  Stat,  UOd)  provides  that  "no  person  in  the  ipablic  service 
is  for  that  reason  under  any  obligations  to  contribute  t.c  any 
political  fund,  or  to  render  any  political  service,  and  he  will 
not  be  removed  or  otherwise  prejudiced  for  refusing  to  do  so." 
Section  IIS  of  the  Criminal  Code  provides  that  no  Federal  officer 
or  employee  sr,all,  directly  or  indirectly,  solicit  or  receive,  or 
be  in  any  manner  concerned  in  soliciting  or  receiving,  any  political 
assessment,  subscription,  or  contribution  from  any  other  Federal 
officer  or  employee.  Section  120  of  the  C.riiiiinal  Code  prohibits 
the  discharge,  pro^iotion,  or  degradizig  of  any  officer  or  employee 
for  giving  or  failing  to  make  an^  pollvical  contr.;.bution.  Section 
121  of  the  Criminal  Code  prohibits  any  Federal  officer  or  employee 
from  making  any  such  political  contrioution  to  another  Federal  offi- 
cer or  employee,  ana  section  II9  prohioits  the  solicitation  or  re- 
ceipt of  any  political,  contribution  in  any  roosi  or  building  occu- 
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pied ‘in  the  discharge  of  of^ficial  duties  by  any' officer  or  employee 
of  the  Uriated  States^  or  on  other  Federal  preiiiises  by  any  person 
whatsoever,  whether  in  the  public  servuce  or  rot In  connects  on 
with  this  latter  provision  the., Uni  ted  .States  Supreme  Court,  has 
held  that  a soli ci  tation  by. letter  or.  circular  addre;ssed  and  de- 
livered by  rnail  or  o the  revise.- . to  an  officer  or  emplcyee  of  the  United 
States  at  the.  off  ice  or  building  ..in  which  he  is  employed  in  th^  dis- 
charge of  his  official  duties  is  a solicitation  within  the  meaning 
of  the'  law,  the  solicitation  taking  place  where  the  letter  was  re- 


ceived. Section  122  of  the  Criminal  Code  provides  that  whoevoer 
shall  violate  any  provision  of  the  four  sections  above  mentioned 
shall  ..be.  .fined,  not  mere  than  or  .imprisoned  not  more  than 

•thre^  years,  or  both.  ' ^ 


It  is  the  duty  of  the  civil  service 'commission  to  see  that 
the  civil-service  act  and  rules  and  the  above-mentioned  sections  of 
the  Criminal  Code,  which  were  originally  enacted  as  a part  of  the 
civil- service'  act,  are  strictly  enforced,  and  it  v/ill  employ  every 
-legitimate  and  available  means  to  secure  the  .prosecution  and  punish- 
ment of  persons  who  may  violate  the.m.  The  commission  req.uests  any 
persons  having  knowledge  of  any  such  violation  to  lay  the  facts 
before  it,  that  It  :ia.y  at  once  take  action  thereon. 


Training 

The  man  who  is  well  qualified  for  his  job  is  .an  asset  of 
great  value  to  the  Service,  Training  for  National  Forest  work  may 
be  gained  in  man^/  forms  of  experience/  vocation,  or  schooling,  both 
in  and  out  of  the  Service.  The  thfee  fields  of  training  to  which 
consideration  needs,  to  be  given  here  are:  (l)  trainir=g  in  schools 
and  colleges  before  entering  the  Service,  (2)  training  at  Forest 
Service  camps  or  conferences  for  those  who  are  entering  the  Forest 
Service,  (3)  and  the  training  of  the  permanent  personnel  through 
camps,  conferences,  correspondence  courses,  or  any  of  the  methods 
which  may  be  used  from  time  to  time  to  enable  members  of  the  organi- 
sation to  ma-intaln  a steady  aevsiopmsnt  of  their  qualifications  for 
Service  work. 

Traininjy  in  Schools  and  Colleges 


The  quality  of  training  and  inspiration  men  get  at  education- 
al institutions  w’ili  largely  determine  the  scope  and  - quality  of  the 
future  'work  of  the  Forest  Service.  In  the  classes  of  work  for  which 
a college  training  is  a net  advantage  there . kioull  Oe  a steadily  in- 
creasing percentage  c-f  college  trained  tut  this  will  not  bring 

satisfactory  results  unless  there  is  the  cooperation  ’between 

the  Forest  Service  and  the  forest  schools  ana  other  schools  from 
which  forest  officers  are  drawn. 
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It  is  the  policy  of  the  Forest  Service  to  keep  in  the  closest 
touch  with  the  forest  cchoo^.s  end  cooperate  with  tnem  in  every  prac- 
ticaole  way.  Forest  officer  o who  are  eo>perts  in  their  subjects  are 
encouraged  to  accept  irritations  to  deliver  lectures  before  forestry 
classes.  Constant  intercha-nge  of  printed  matter,  circulars,  and 
carbon  copies  of  policy  letters  is  ui'ged,  and  the  Forest  officers 
nearest  each  such  school  should  usiaa-lly  be  responsible  for  irajn rain- 
ing active  relations.  Visits  of  teachers  to  Forests  and  visits  oi 
foresters  to  the  schools,  classes,  and  camps  ’maintained  by  forest 
schools  are  all  important  means  of  maintaining  and  working  relations. 
Every  assistance  should  be  given  to  the  heads  of  foreso  schools  in 
recruiting  rheir  reaching  forces  from  the  strongest  men  in  the  pro- 
fession even  when  this  means  the  loss  of  an  outstanding  Forest  offi- 
cer. The  loss  'Will  usually  be  more  than  compensated  for  by  the 
qime.lity  of  college  men  entering  the  Service.  E’orest  officers  whose 
v/ork  is  truly  successful  are  encouraged  to  accept  invitations  to 
teach,  and  if  they  later  wish  to  return  to  the  Service  favorable 
action  may  oe  empected  on  their  applications  up  to  the  limit  allowed 
by  law  and  the  requirements  of  fairness  to  men  already  in  the  Service. 


Forest  officers  can  perform  a double  service  by  interesting 
boys  in  their  cominunities  in  forestry  or  grazing  courses.  Eoys  from 
National  Fores;:  regions  are  to  be  desired  as  trained  foresters  or 
grazing  experts. 


A lisaal  important  form  of  cooperation  is  in  taking  forest 
students  into  National  Forest  v/ork  d-uring  zhe  vacation  period.  While 
inexperiencod  or  poorly  Qualified  students  should  not  oe  placed  at 
vital  points  in  the  fire  control  organization,  it  snould  be  possible 
usually  to  find  a way  to  give  vacation  employment  to  enough  students 
to  insure  that  most  forest  assistants  ana  ozher  technical  assistants 
who  enter  the  Service  from  zhe  civil  service  register  will  have  had 
two  seasons  experience  on  National  Forest  or  similar  v?ork. 


Training  for  Hangers,  Gu?vrds.  etc.,  about  to  Enter  on  Nuty 

As  soon  as  it  can  be  brought  about  every  district  ranger 
should,  before  assigciment  as  such,  receive  appropriate  training  in 
a Forest  Service  training  camp  or  as  assistant  to  a district  ranger, 
or  prefera-bly  both.  Guards  should  be  given  at  lecvst  three  days 
training  before  taking  their  first  assignment.  Starting  with  the 
foundation  laid  by  the  committee  report  on  training  approved  by  the 
i'-hther  Field  conference  there  should  be  a steady  development  of 
methods,  skilly  and  equipment  for  training  new  Eorest  officers. 


Training  of  the  Permanent  Personnel 


The  third  field  is  the  training  of  the  permanent  personnel, 
and  covers  a ’wide  range  of  training  needs  ana  activities.  The  train- 
ing of  the  permanent  force  is  not  completed  vvnen  all  Forest  officers 
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have  had  the  advantage  of  a course  in  one  of  the  Service  training 
camps.  There  v/iil  still  remain  the  continuing  need  for  training 
through  correspondence  courses,  study  cluhs  and  reading  coui'ses, 
all  cf  which  should  he  pushed  as  an  essential  activity.  There  is 
also  the  urgent  necessity  of  training  for  higher  responsibility 
those  men  who  give  promise  of  capacity  to  become  supervisors,  as- 
si stant  district  foresters,  or  district  foresters  or  zc  take  other 
positions  of  leadership  in  administrative  or  technical  work.  A 
good  method  of  training  men  for  hi^.er  responsibility  as  district 
ranger,  supervisor,  or  assistant  district  forester  is  to  pick  for 
development  one  or  more  men  according  to  the  ciarrent  needs  for  re- 
placement and  concentrate  study  details,  development  transfers, 
attendance  at  conferences,  and  other  such  media  of  training  on 
these  men  of  the  greatest  promise.  One  of  a district  forester's 
important  responsibilities  is  the  development  of  methods  of  giving 
special  training  to  enough  of  the  most  promising  memoers  of  each 
grade,  from  which  to  zoake  appointments  to  the  next  highest  grade 
in  responsibility. 

A large  part  of  the  training  of  the  permanent  force  must  be 
done  by  contact  of  nan  with  man,  as  of  the  supervisor  with  his 
rangers.  The  senior  employee  should  always  feel  his  responsibility 
to  explain  and  instruct  while  on  the  trail,  on  the  Job,  and  around 
the  fire  at  night.  Interest  in  the  ideals,  traaiticns,  and  objec- 
tives of  the  Service  is  best  imparted  in  this  way.  The  use  of  plans, 
standards,  and  checking  up  of  performance  against  plans  and  standards 
affords  the  supervisor  an  exceptional  opportunity  for  training  mem- 
bers of  his  organizations.  While  the  district  forester  must  take 
leadership  in  the  subject,  he  must  depend  chiefly  on  the  supervisor 
for  actual  training  of  rangers  in  the  better  ways  to  use  time.  The 
knack  and  the  habit  of  getting  things  done  can  be  tau^t  to  the  best 
advantage  only  on  the  job. 

Correspondence  courses  should  be  kept  close  to  the  job.  In- 
terest in  correspondence  courses  can  not  be  kept  up  if  the  material 
studied  is  beyond  the  daily  work  and  thinking  of  the  men  taking  the 
cour  se . 


Each  district  forester  is  responsible  for  the  developsent  of 
the  syst  sms  o f training  which  seem  best  adapted  to  district  needs 
and  is  cncouragsd  to  take  advantage  of  work  done  along  this  line  in 
other  districts. 

In  time  there  should  be  in  print  a library  of  texts  suited  to 
the  training  of  Forest  officers  in  their  numerous  duties. 
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Promotions 


The  essentials  of  good  promotion  practice  are: 

1.  The  best  availa-hle  ratings  of  persona.1  qiaalifications  and 
accomplishments. 

2.  Systematic  comparison  of  the  value  of  different  memoers, 

and 

3.  The  consideration  of  the  viev/s  of  employees  regarding  pro- 
motion policies. 

Opportunities  should  be  afforded  an  employee  having  a doubt  or 
a question  about  the  promotion  of  himself  or  others,  to  express  his 
viev/s  fully  to  some  superior  officer. 

Acc  cmp 1 i shme  n t Eatings 

Eating  s5^stems  now  in  use  fail  chiefly  because  they  rate  on 
qualifications  alone,  rather  than  on  qualifications  and  actual  ac- 
complishment. Qualifications  are  usually  a good  index  to  accomplish- 
ment, but  qualifications  and  accomplishments  are  far  from  being  the 
same  thing;  it  is  accomplishment  rather  than  qus.lifications  that 
needs  to  be  judged  and  revrarded. 

The  district  forester  needs  to  keep  informed  regarding  develop- 
ments in  personal  accomplishment  ratings  in  other  districts  and  should 
encourage  his  organization  to  take  an  active  interest  in  the  develop- 
ments that  seem  most  logical  and  promising  for  the  district. 

At ti.tude  Toward  Men  Who  Leave  the  Service 

To  have  Forest  officers  called  to  places  of  greater  usefulness 
than  are  open  to  them  in  the  Forest  Service  is  the  best  evidence  of 
high  q}aa.lity  in  the  work  and  personnel  of  the  Service.  When  former 
employees  wish  to  return  to  the  Service  they  may  expect  an  attitude 
of  welcome,  but  every  case  must  be  dealt  with  on  tzs  particular  mer- 
its, and  no  one  can  expect  to  be  taken  back  unless  there  is  a bona 
fide  vacancy  open  which  he  is  better  qualified  to  fill  tha^n  anyone 
available  in  the  Service.  Reinstatement  is  also  limited  by  civil- 
service  law  and  regulation. 

Free  Service  by  Forest  Officers 

The  Forest  Service  wants  to  pay  its  v/ay  and  does  not  favor 
the  use  v^^ithout  reimbursement  of  horses,  vehicles,  etc.,  belonging 
to  Forest  officers  for  work  outside  the  transportation  of  the  ovwier 
and  his  ovvvi  equipment  in  his  official  work.  It  is  not  intended,  how- 
ever, that  every  incidental  use  of  sucEa  private  equipment  shall  be 
paid  for. 


- 90  * 


CAHEYIHO  CONCEALED  VvEAPONS 


Forest  officers  have  iega]  authority  to  carry  concealed 
weapons,  if  necessary  in  the  discharge  of  their  daties,  and  in 
doing  so  are  not  subject  to  the  stats  laws  on  the  suoject. 

Jury  Service 

In  paragraph  of  the  depar tzr.eiitai  regulations  it  is  set 

forth  that  under  eid. sting,  law,  eropicyees  while  on  jury  service  will 
be  required  to  take  anniual  leave  or  leave  without  pay,  but  ca.n  not 
be  compelled  to  perform  jury  service  if  it  will  interfere  substan- 
tially wuth  their  official  duties.  Procedure  is  prescribed  for 
securing  exemption  when  interference  v:ith  official  duties  will  re- 
sult. 

Care  should  be  taken  tc  avoid  abuse  of  the  authority  to 
secure  exemption  from  jury  service.  It  is  desirable  that  Forest  of- 
ficers discharge  this  duty  of  a citizen  although  such  service  wrll 
involve  some  personal  financial  sacrifice.  Release  by  the  court 
should  not  be  requested  unless  material  inj‘ury  tc  official  work 
will  result,  or  unless  there  are  other'  reasons  v/hich  it  would  be 
proper  for  any  citizen  to  advance. 

Annual  Leave 

Authority  to  Approve  Arjn.ua.  1 Leave 

Forest  s^rpervisors  and  district  foresters  are  authorized  to 
approve  requests  for  annual  leave  i>om  members  of  their  organiza- 
tions. 

Applications  from  members  of  National  Forest  organi zatiors 
should  be  submitted  in  duplicate  to  the  supervisor  cn  an  "Applica- 
tion for  leave"  form.  The  supervisor  v;ill  approve  or  disapprove 
the  request  and,  if  approved,  retain  one  copy  in  an  attention  file 
and  return  the  other  to  the  Forest  officer  concerned.  The  Forest 
officer  will  complete  and  sign  to  indicate  the  da.te  retumed  to 
duty  and  send  to  the  supervisor,  who  will  file  it  oehind  the  mem- 
ber's leave  card  and  return  the  other  copy  for  the  officer's  files. 

A supervisor  may  take  annual  leave  for  a period  of  three 
days  or  less,  without  first  securing  the  consent  of  the  district 
forester;  but  report  should  be  mde  to  the  district  forester  on  the 
leave  form.  If  he  desires  to  t.ake  more  than  three  days  annua  1 3eave, 
he  should  submit  an  application  in  auplicate  to  the  district  office 
and  obtain  permission  to  take  the  leave  before  the  date  on  which  it 
begins.  An  approved  copy  of  the  application  will  be  returned  to 
the  supervisor,  who  will  fill  in  tne  date  of  returning  to  duty  and 
retain  it  in  his  files  after  the  proper  entry  has  been  made  on  his 
leave  card. 
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Policy  Regarding  Annual  Leave 


The  best  interests  of  the  Service  are  not  served  in  nornial 
times  by  overtime  work  and  doing  without  proper  rest  and  recreation, 
but  rather  by  good  planning,  perfection  of  methoas,  expert  skill  and 
re  scarce  f nine  ss  in  the  varied  vvork  there  is  to  do,  Tlie  privilege 
of  taking  ann'oal  leave  is  one  that  should  be  taken  advantage  of  each 
year  by  Foresr  officers  insofar  as  practicable. 

Except  in  emergencies,  Forest  officers  should  not  expect  to 
obtain  annual  leave  nor  superior  officers  grant  it  during  seasons  of 
the  year  when  their  presence  on  duty  is  particularly  needed  or  when 
work  is  at  a peak:  but  it  is  the  policy  of  the  Service  to  encourage 
employees  to  take  annml  leave  when  absence  will  least  interfere 
with  official  v;ork. 

Policy  Fegarling  Leave  Without  Pay  and  F->ir loughs 

Attendance  at  school  and  colleges  and  educational  travel  are 
heartily  approved,  and  leave  will  be  granted  for  such  reasons  unless 
more  than  ordinary  inconvenience  to  Service  work  will  result. 

Appli ca-tions  for  leave  to  secure  rest,  change,  or  new  experi- 
ence, are  regarded  favorably,  although  each  application  must  be  con- 
sidered in  the  light  of  the  effort  and  achievement  of  the  applicant, 
and  the  resulting  effect  on  official  work. 

Applications  for  such  leave  are  not  regarded  with  favor  when 
made  for  the  purpose  of  doing  outside  work  or  to  retain  a connection 
with  the  Service  while  trying  cut  a new  job  which  may  not  prove 
permanent . 


No  man  should  ever  be  furlou^ed  as  an  alteriiative  to  the 
handling  of  his  case  by  the  usual  methods  for  dealing  with  unsatis- 
factory work.  Except  in  case  of  disciplinary  action,  furloughs 
should  be  given  only  when  there  is  lack  of  work  or  lack  of  money. 
Forloughed  men  must  be  given  preference  when  work  or  f'orids  increase 
ago  on . 

Compensation  for  Injuries 

The  Federal  compensation  act  approved  September  7)  I9Io>  niakes 
provision  for  the  .payment  of  compensation  to  employees  of  the  Govern- 
ment for  disability  or  death  resulting  from  personal  injuries  sus- 
tained while  in  the  x^-'f’formance  of  their  duties,  excepc  when  the  in- 
j^ury  or  death  is  caused  by  the  willful  misconduct  of  the  employee, 
or  by  the  employee's  intention  to  bring  about  the  injury  or  death  of 
himself  or  of  another,  or  when  intoxication  of  the  inj^ured  employee 
is  the  proximate  cause  of  the  injury  or  death.  The  act  also  provides 
for  reasonable  medical,  surgical,  ana  hospital  services  and  supplies, 
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for  transportat-ion  if  necessary  for  the  secioring  of  the  proper 
medical,  surgrlcal,  and  hospita,!  treatment,  for  transportation  of 
body  of  resident  of  United  States  dying  a.?ay  from  home  station,  if 
relatives  desire  it,  for  tarlal  erpenses  not  to  exceed  $100,  and 
for  compensation  to  dependent  relatives  if  death  results  from  the 
injury.  Compensation  is  paid  from  a separate  fund  created  by  the 
act  and  designated  the  employee’s  compensation  fund.  No  compensa- 
tion is-paid  for  the  first  three  days  oi  disability.  The  rate  of 
compensation  paid  to  the  injured  employee  during  disability  or  to 
his  dependent  relatives  in  case  of  his  death  is  limited  to  two- 
thirds  of  his  monthly  pay,  vvith  tl.e  proviso  that  in  no  case  can 
such  rate  of  compensation  be  more  than  $bb.67,  nor  less  than  $33-33 
per  month  unless  the  employee’s  monthly  pay  is  less  than  $33-33,  in 
which  case  the  full  amount  of  his  monthly  pay  is  paid  as  compensa- 
tion. 


The  United  States  Employee’s  Compensation  Commission,  vfnich 
administers  this  statute,  has  issued  complete  instructions  govern- 
ing the  procedure  of  employees  entitled  to  take  advantage  of  its 
provisions.  These  instructions  are  furnished  to  all  administrative 
and  executive  officers. 

Use  of  Transportation  Bequests  f or  Injured  Employees 

When  an  employee  of  the  Department  in  the  field  service  is 
injured  in  the  performance  of  official  work  and  it  is  necessary  to 
send  him  by  train  or  boat  to  a U.  S.  Iv^dical  officer  or  hospital  or 
a desigriated  physician  or  hospital  (or  when  these  are  not  available 
to  an  undesignated  physician  or  hospital)  for  treatment,  Department 
of  Agricult^Ire  transportation  requests  may  be  used  for  the  p'urpose, 
changing  the  billing  instructions  to  read  ”U.  S.  Employees  Compen- 
sation Commission,  Washington,  D.  C.”  This  authority  applies  only 
in  ca'ses  of  accident;  the  requests  will  not  be  used  for  securing 
medical  treatment  in  cases  of  illness,  unless  the  claim  has  previous 
ly  been  app^’oved  by  the  Compensation  Commission. 

Agriculture  transportation  requests  may  also  be  used  to  trans 
port  a body  in  the  event  of  death  resulting  from  injitries  sustained 
in  the  performance  of  official  work  away  from  official  station  in 
cases  where  death  immediately  follows  the  inj'rry.  In  other  cases 
the  consent  of  the  Conmi  ssion  nriist  be  obtained,  '.vhich  my  oe  handled 
by  w-ire  throu^i  the  bureau  concerned.  Bequests  will  not  be  used  to 
provide  transportation  for  a person  accompanying'  the  body.  Travel 
expenses  of  a person  accompanying  a body  are  not  allowable  except  in 
cases  v/here  it  can  be  shown  that  the  railroad  w'ouid  not  accept  the 
body  •'unaccompanied. 

Immediate  Belief  for  Employees 

IVIedical  supplies,  services,  transportation,  and  other  assis- 
tance necessar,y  for  the  immediate  relief  of  employees  ei'xgaged  in  any 
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hazardous  work  uuder  the  sorest  Service  njay  oe  provided  frora  Forest 
Service  Fruds, 

Persorinel  Proced-’jre 

Civil -Service  Eligi-dlas 


"Vhen  appointmemis  are  req.uired  froTii  any  civil-service  regis- 


ter, except  for  forest  ranger  and  assistant  forest  ranger,  the  cer- 
tifira^tion  of  ellgibles  will  be  secured  from  the  Civil  Service  Com- 
mission by  the  district  forester  thi*rugh  the  fiscal  agent.  Certifi- 
cates which  list  all  ranger  eligibles  are  issued  by  the  commission 
as  soon  as  the  examination  papers  are  graded.  A separate  certifi- 
cate is  issued  for  each  National  Forest  headquarters  at  which  exami- 
nation was  held,  and  this  certificate  lists  in  the  order  of  their 
ratings  the  eligibles  who  are  legal  residents  of  the  State  or  States 
in  which  the  National  Forest  is  sitiiated,  and  who  T:ook  the  examina- 
tion 3.t  that  forest  headq-jarter s . V/henever  any  forest  certificate 
contains  less  than  three  names  the  selecting  officer  may  be  author- 


ized by  the  district  forester  to  make  a group  of  three  by  drawing 
the  highest  name  or  names  from  the  certificate  of  any  other  forest 
within  the  same  State.  In  addition  to  the  certificates  for  the  in- 


dividual forests  within  the  State  a supplemental  certificate  is  is- 
sued for  each  State,  and  this  gives  the  names  of  all  the  nonresident 
eligibles  who  took  the  exar^ination  within  the  State  for  which  the 


certificate  is  issued.  This  constitutes  an  auxilia^ry  register,  and 
selection  will  be  made  from  it  orJy  after  all  the  eligibles  on  the 
individual  forest  certificates  have  been  considered  in  accordance 


with  the  civil-service  rules.  Fne  procedure  in  handling  certificates 
of  eligibles,  for  either  permanent  or  temporary  appointment , as  given 
in  Departmental  Regulations  must  be  followed  strictly. 


When  Names  on  Certificate  may  be  Passed  Over 


If  an  eligible  fuses  to  accept  an  offer  of  emplo^^mient  on 
the  forest  for  v/hlch  he  was  certified,  he  need  not  be  considered 
furth.er.  If  no  vacancy  exists  on  the  forest  for  which  he  was  certi- 
fied and  he  refuses  to  accept  one  of  three  offers  of  emplojxnent  on 
other  forests  in  the  same  State,  he  need  not  be  considered  f^arther 
for  einpj?-ovTient  on  any  other  than  the  forest  for  which  he  was  certi- 
fied. Preliminary  notice  of  cavses  of  elimination  for  refusal  to 


accept  ai^po in tnent  muse  be  given  at  once  to  the  Forester  through  the 
district  forester.  In  like  nanner.  when  an  eligible  has  oeen  con- 
sidered  in  three  separate  groups  of  three,  as  required  by  the  regu- 
lation, and  not  selected,  further  consideration  of  his  name  may  be 


omitted.  When  it  has  come  to  the  knowledge  of  the  For<=^st  Service 
since  the  date  of  the  examination  that  an  eligiole  was  dismissed 
from  the  public  service  within  one  year  next  preceding  the  date  of 
his  a,pplicat ion;  that  he  is  physically  or  mentally  unfit  for  the 
position  for  which  he  applies;  that  he  has  been  guilty  of  criminal, 
infamous,  dishonest,  immorai , or  notoriously  disgraceful  conduct; 
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that  he  intentiona.lly  made  a false  statement  in  any  material  fact 
or  prECxiced  any  deception  or  frand  in  secairing  examination,  regis- 
tration, or  ceitification;  or  thaL  he  habituaily  nses  intoxicating 
he ve rages  to  excess,  his  name  may  he  passed  over  temporarily,  pend- 
ing the  decision  of  the  coirmission  as  to  the  validity  of  the  objec- 
tion, hut  the  facts  must  he  reported  at  once  to  the  Forester  through 
the  district  forester. 

Letters  Eecemmending  Personnel  Changes 

Letters  of  recomnenaation  to  the  Secretary  of  Agriculture, 
for  the  signature  of  the  Acting  Forester,  should  he  prepared  on 
Form  73,  with  hlack  record  rihhon,  with  three  cai’hon  copies.  The 
original  recemmendation  and  two  carbon  copies  will  he  sent  to  Wash- 
ington, and  the  third  carbon  held  by  the  district  fiscal  agent  in  a 
waiting  file.  If  any  criange  is  made  in  the  recommendation  as  sub- 
mitted,' a carbon  copy  showing  the  change  vnll  be  sent  to  the  district 
fiscal  agent.  If,  however,  the  letter  is  signed  as  submitted,  a car- 
bon copy  stamped  with  the  signatwe  of  the  Acting  Forester  will  be 
returned  to  the  district  fiscal  agent  for  substitution  for  the  wait- 
ing file  carbon,  which  v/ill  then  be  destroyed. 

He commendations  should  always  be  wnitten  on  letter  paper 
headed:  ’’United  States  Lepartment  of  Agriculture,  Forest  Service." 

In  every  ca,se  these  letters  should  be  prepared  without  date.  When 
the  notification  of  action  signed  by  the  chief  personnel  officer  of 
the  department  is  received  it  will  be  forwarded  to  the  fiscal  agent 
which  will  constitute  notice  that  the  action  reconmended  by  the  For- 
ester has  been  taken. 

Recommendations  by  supervisors  for  appointment  and  change  of 
personnel  status  should  be  forwarded  to  the  district  forester  as 
long  as  possible  in  advance  of  the  desired  date  of  effectiveness. 

Probationary  Foriod  - Action  Heguired 

1.  Reports  on  proba-ci onary  services  are  required  at  the  end 
of  the  sixth,  ninth,  and  eleventh  months  for  logging  engineers,  for- 
est assistants,  grazing  assistants,  a.nd  rangers,  and  at  the  end  of 
the  first,  third,  and  fifth  months  for  all  other  positions.  The  pro- 
bationxLry  periods  are  12  months  and  6 months,  respectively,  for  the 
two  classes  mentioned. 

2.  If  the  services  are  eaxi  sfactory,  make  a statement  to 
this  effect  'snder  Question  S in  the  prescribed  form,  but  if  not, 
give  a concise  statement  of  the  respects  in  which  the  services  are 
deficient. 

3.  Make  a definite  statement  under  Question  9 ^1^®  final 

report  as  to  the  probationer’s  fitness  for  a.bsoiute  appointment. 
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If  the  statement  is  adverse,  fonvard  a formal  recommendation  with 
the  final  report  for  the  termination  of  the  appointment.  The  reasons 
given  irmst  he  in  exact  accordance  with  the  statements  in  the  firiai 
report.  The  prohe.tioner  should  he  advi  sed  of  these  reasons  in  vvrit- 
ing  hy  his  immediate  supervisory  officer,  and  that  the  termination 
of  the  prohational  appointment  is  being  recommended,  effective  at  a 
date  named,  three  copies  on  white  paper  to  he  forwarded  with  other 
papers  to  the  district  forester  who  will  transmit  xwo  of  the  copies 
with  recommendation  to  the  Forester.  Time  must  ahways  he  given  for 
the  department  to  terminate  the  appointment  and  for  notification  of 
this  action  to  reach  the  probationer  before  the  probationary  period 
expires. 

Terminat ion _qf  Appointments  of  Temporary  Employees 

When  the  termJnation  of  the  appointment  of  a temporary  em- 
ployee under  formal  appointment  is  recommended  because  of  the  com- 
pletion of  the  work  for  which  he  was  engaged  and  not  because  of  in- 
efficiency or  misconduct,  give  the  following  reason  in  the  formal 
recommendation:  "The  services  of  this  temporary  employee  are  no 

longer  needed  because  of  completion  of  work."  When  the  action  5s 
recommended  oecause  of  misconduct  or  unsatisfactory  service  give 
the  following  reason:  "The  termination  of  this  temporary  appoint- 
ment is  recommended  because  the  employee’s  services  are' lunsatisfac- 
tory  in  the  following  respects,  " adding  a concise  explanatory  state- 
ment . 

Hesignations  of  Permanent  Employees 


Ee commendations  for  the  acceptance  of  resignations  should 
state  whether  the  resignation  is  voluntary  or  is  submitted  In  pref- 
erence to  answering  charges. 

$ 

When  the  separation  of  a permanent  employee  is  necessary  be- 
cause of  misconduct  or  inefficiency  which  does  not  justify  his  dis- 
missal if  he  is  v'illing  to  resign,  he  should  be  infoi-med  of  the  re- 
spects in  vv^hich  he  is  deficient,  and,  at  the  same  time,  that  before 
final  action  is  taken  he  is  entitled  under  the  law  to  have  charges 
preferred  against  Mm  and  an  opportunity  to  answer  them;  that  with- 
out pre judgment  of  the  case  the  usual  course  of  charges  and  answer 
will  be  pursued  if  he  so  prefers,  but  that,  in  view  of  his  previous 
record,  if  his  resignation  is  voluntarily  tendered,  its  acceptance 
by  the  Secretary  will  be  reccmmended;  that  on  the  other  hand,  if  he 
prefers  not  to  resign  he  will  not  be  prejudiced  thereby;  that  a 
recommendation  will  be  made  to  the  Secretary  that  formal  charges  be 
preferred  against  him;  and  that  if  this  recomnendation  is  approved 
and  such  action  taken  he  will  have  a full  opportunity  to  s^abmit  a 
full  answer  to  the  charges,  the  answer  oeing  considered  on  its  mer- 
its by  the  Secretary  before  a conclusion  is  reached.  If  the  employee 
resigns  the  reason  given  should  be  as  follows:  "This  resignation  is 
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submitted  in  preference  to  ans'.vering  charges  vvhich  vvould  otherwise 
he  necessary  because  of  the  unsatisfactory  character  of  the  em- 
ployee’s services  in  the  following  respects:”  adding  a concise  ex- 
planatory statement  and  forwarding,  in  duplicate,  all  administrative 
correspondence  in  the  case,  including  a memorand'.iin  of  any  conversa- 
tion that  may  have  taken  place  regarding  the  matter.  Whenever  prac- 
ticable, the  resignation  should  be  made  effective  far  enough  ahead 
to  ena.ble  the  Secretary  to  consider  the  case  before  the  date  set  in 
the  resignation. 

Pi  sc iplinary  Iv^fea sure  s 

REG.  A-7.— WHUTEVEE  THE  INTERESTS  OF  THE  OT/ERmiRlTT  REQUIRE 
IT,  THE  FORESTER,  PI  STRICT  FORESTERS,  OR  FOREST  SUPERVISORS  mY  RE- 
LIEVE A SUBORPINATE  OFFICER  OR  B^LOYEE  FROM  PUTT  Al-JP  lAkY  ORPSR  HIS 
PAY  WITHHELP  PEUPIUG  ACTION  BY  THE  SECRETARY  OF  AGRICULTURE  3USPEUP- 
ING,  FURLOUGHING,  OR  PISI;4ISSING  HIM  FROM  THE  SERVICE.  SUSPENSIONS, 
FURLOUGHS,  OR  PISMISSkLS  ORPEREP  BY  THE  SECRETARY  MA.Y  EECOIrlE  EFFEC- 
TIVE, WITH  LOSS  OF  PAY,  FROM  THE  PA'IE  UPON  WHICH  THE  OFFICER  OR  M- 
PLOYEE  WAS  RELIEVEP  OF  PUTY . 

No  final  separation  from  the  Pepartment  will  be  nade  until 
the  action  has  been  ordered  by  the  Secretary  of  Agriculture. 

Purpose  of  Pisciplinary  Measures 

Action  in  cases  of  inefficiency  or  misconduct  is  necessary 
in  every  organization.  The  purpose  of  disciplinary  measures  in  the 
Forest  Service  is  not  the  infliction  of  punishment  or  to  obtain 
satisfaction  for  any  error  or  injury  on  the  part  of  an  employee,  but 
the  maintenance  of  high  standards  of  conduct  and  effectiveness 
throughout  the  or^nizatlon,  and  the  retention  of  public  confidence 
in  its  integrity  and  efficiency.  Every  supervisory  officer  is  re- 
sponsible for  taking  or  Initiating  such  disciplinary  measures  as  are 
necessary  to  fully  maintain  the  principle  that  misconduct  or  ineffi- 
cienc^’-  which  go  beyond  the  limits  of  reasonable  human  frailty  will 
meet  v/i  th  disciplinary  action  which  while  fair  and  consistent  will 
nevertheless  be  prompt  and  effective.  In  considering  disciplinary 
measures,  7vhen  there  is  a conflict  beuveen  what  is  necessary  to  pro- 
tect the  personal  interests  of  the  individual  and  what  is  necessary" 
for  the  best  interests  of  Forest  Service  vvork  in  the  long  run,  t.he 
decision  should  always  be  on  the  side  of  Service  interests. 


Reprimand 

A formal  written  criticism  or  reprimand  should  be  made  for 
misconduct  or  negligence  which  is  more  reprenensiole  than  that  which 
can  be  orallj-  reprimanded,  yet  not  sufficiently  censurable  to  demand 
a more  severe  form  of  discipliriary  action. 
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Disciplijnary  Transfer 


When  the  conduct  of  a Forest  officer  has  rendered  it  diffi- 
cult or  impossjole  for  him  to  give  the  service  which  his  superior 
officer  has  a right  to  require  or  to  hold  the  full  confidence  of 
the  local  public,  but  has  not  destroyed  his  value  to  the  Service  in 
another  position  or  on  another  forest,  he  mav  be  transferred, 

Disciplinary  Furlough 

In  causes  of  misconduct  which  v/arrant  more  than  a reprimand 
but  where  the  offense  is  not  sufficsen'cly  grave  to  justify  demotion 
or  removal  from  the  Service,  forest  oifivcers  will  be  furloughed 
without  pay  for  a period  of  not  less  than  days  nor  more  than  90 
days,  as  the  seriousness  of  the  offence  may  'warrant;  but  this  action 
must  not  be  taken  until  the  reasons  have  been  approved  and  the  action 
ordered  by  the  Secreta-ry  of  Agriculture. 

Demotion 


In  general,  an  officer  or  employee  will  be  demoted  only  as 
the  result  of  his  inability  to  perform  properly  the  duties  of  his 
position.  In  some  cases,  ho'wever,  demotion  is  required  as  a penalty 
for  gross  negligence  or  serious  misconduct  on  the  part  of  an  officer 
in  a responsible  position,  where  the  officer's  action  does  not 
destroy  his  usefulness  to  the  Service.  Demotions  may  be  made  in 
grade  or  in  salary,  or  in  both. 

Suspension 

In  case  of  particularly  flagrant  misconduct  by  a member  of 
the  forest  force  which  would  render  his  retention  in  a duty  status 
detrimental  to  efficiency  or  otherwise  be  prejudicial  to  the  inter- 
ests of  the  Service,  the  supervisor  may  relieve  him  from  duty  im- 
mediately (Reg.  A-7),  at  the  same  time  reporting  the  circumstances 
in  detail  to  the  district  forester,  with  definite  recommendations 
for  suspension,  furlough,  or  dismissal.  Ordinarily,  however,  the 
supervisor  should  first  report  the  facts  to  the  district  forester, 
recommending  a suspension  pending  further  investigation  or  the  final 
disposition  of  the  case.  If  the.  district  forester  approves  the 
recommendation  of  the  supervisor,  he  will  immediately  forward  to 
the  Forester  a recommendation  for  suspension  or  furlough  without 
pay  or  for  dismissal  by  the  Secretary  of  Agriculture,  giving  a full 
statement  of  the  facts. 

In  cases  of  impending  suspension  or  dismissal  great  care 
should  be  exercised  in  certifying  salary  payments.  Ray  must  not 
be  certified  beyond  the  period  of  actual  services,  or  be  certified 
until  the  interests  of  the  Service  are  protected. 


F.emoval 


Removal  is  the  extreme  administrative  penalty.  A recommen- 
dation for  removal  should  be  supported  by  convincing  evidence  and 
a comnlets  history  of  all  the  circumstances  v/h.lch  led  up  to  it. 

In  cases  of  inefficiency  there  must  be  a clear  showing  that  the 
employee  has  had  his  faults  pointed  out  to  him  and  an  opportunity 
to  correct  them. 

Falsification  of  Records 

By  Act  of  Congress,  approved  March  4,  1311,  falsification 
by  a Government  employee  of  any  records  with  intent  to  deceive,  mis- 
lead, injure,  or  defraud  the  United  States  or  any  person  is  made  a 
felony.  The  following  acts  have  been  construed  by  the  Secretary  of 
Agricult^ore  as  coming  Vvrithin  the  scope  of  this  statute: 

1.  Knowingly  submitting,  certifying,  or  recording  accounts 
covering  the  cost  of  materials  or  services  which  are  stated  in  such 
a v;ay  as  to  conceal  the  real  object  for  which  the  expendit^ure  7/as 
made , 


2.  Submitting,  certifying  or  recording  any  account  covering 
the  cost  of  materials  or  services  when  in  fact  it  is  known  that  the 
materials  were  not  furnished  or  the  services  were  not  rendered  on 
the  dates,  or  at  the  prices,  or  in  the  manner  specified. 

3.  Preparing,  certifying  or  submitting  any  report  or  state- 
ment which  is  misleading,  either  by  purposely  omitting  essential 
facts,  juggling  figures,  or  stating  as  facts  what  is  known  to  be 
untrue  or  not  warranted  by  data  at  hand. 

Any  official  statement  in  writing  regardless  of  its  form  is 
a "record"  within  the  meaning  of  the  act;  and  all  employees  of  the 
Department  concerned  in  its  preparation,  certification  or  authenti- 
cation, knowing  it  to  be  false,  can  be  held  responsible. 

Falsification  of  records  is  ille^l;  it  is  in  violation  of 
the  traditions  of  the  forest  Service;  and  it  '.vill  not  be  tolerated 
in  any  form.  The  fact  that  a record  wra-s  falsified  with  the  intent 
to  advance  Service  interests  will  not  excuse  anyone.  Real  advance 
of  Service  interests  is  not  gained  in  that  way. 

Payment  of  Debts 

Dishonest  debtors  are  undesirable  as  employees,  and  in  such 
cases  disciplinary  action  should  be  initiated.  However,  the  evi- 
dence must  be  clear.  Charges  may  be  preferred  against  employees 
who  bring  the  Service  into  disrepute  by  failure  to  satisfy  their 
creditors.  The  Service  can  not  act  as  a collecting  agency,  confin- 
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ing  its  activity  in  these  cases  to  a.ciii:iowiedging  receipt  of  com- 
plaints, calling  the  matter  to  the  attention  of  the  employee,  and 
inve stilting  the  employee’s  fitness  to  remain  in  the  Service. 


If  honest  debts  affect  the  value  of  a me.mber  of  the  Service, 
the  case  becomes  a personnel  matter  and  his  superior  officer  may 
require  him  to  submit  a statement  of  nis  financial  condition  and 
carry  out  some  scheme  of  monthly  payments  until  the  debts  are  en- 
tingu-ished,  or  adopt  some  other  plan  which  will  bring  about  satis- 
factory results  from  a personnel  standpoint. 


PfiOTECTION  OF  THE  HJ3LIC  HZL^LTH 


See  Peg.  T-3-D 

Every  precaution  must  be  taken  by  forest  officers  to  protect 
the  public  health.  All  persons  on  National  Forest  lands  are  liable 
to  trespass  proceedings  if  unsanitary  conditions  result  from  their 
pre  sence . 

The  main  danger  to  be  g-jarded  a^inst  is  that  of  typhoid 
fever,  resulting  from  toilet  accommodations  which  drain  in  to 
waters  used  for  domestic  purposes  and  from  the  exposure  of  or^nlc 
refuse  to  flies. 

In  large  or  permanent  camps  latrines  must  be  dug  in  suitable 
locations  remote  from  the  water,  and  disinfectants  should  be  used 
freely.  All  camp  refuse  must  be  disposed  of,  either  by  burying  or 
burning.  In  small  temporary  camps  suitable  precautions  should  be 
observed,  and  refuse  of  all  kinds  imast  be  kept  well  away  from  the 
water.  The  carcasses  of  all  dead  animals  which  are  a menace  to 
public  health  should  be  buried  or  burned.  (See  Heg.  G-l4  . ) 


COOPEEATION 


It  is  the  policy  of  the  Forest  Service  to  cooperate  as  far 
as  its  resources,  the  urgency  of  its  regalar  duties,  and  the  statu- 
tory limitations  upon  its  activities  will  permit,  with  Federal  and 
State  agencies  and  owners  of  private  lands  in  any  manner  tliat  tends 
to  promote  better  management  of  forest  or  grasing  lands  or  that  will 
bring  about  better  fire  protection;  also  with  colleges,  schools,  and 
other  educational  Institutions  and  organizations  giving  instruction 
in  management  of  forest  or  grazing  lands.  As  a general  principle, 
cooperating  agencies  will  be  required  to  reimoiarse  the  Forest  Service 
for  or  pay  directly  their  share  of  the  costs  of  such  cooperative  work. 
In  cases  where  the  Forest  Service  has  a fairly  direct  interest  in 
the  results,  members  of  the  Service  may,  with  the  approval  of  the 
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a-;  ciefca..iled  and  their  -salaries  paid  oy  the  i'or- 

est  Service  to  give  demonstrations  in  marking  and  other  forms  of 
Forest  management  or  in  grazing  management,  or  to  deliver  lectures 
or  otherwise  take  part  in  educational  work.  Ordinarily  in  s'uch 
instances  the  cooperators  will  be  required  to  pay  the  e^rpenses  of 
the  member  so  detailed. 


FIFE  CCNTEQL 


Objective  in  Fire  Control 


The  objective  in  fsre  control  is  to  reduce  to  a minimi’om  the 
sim  of  the  cost  of  primary  fire  control  or  fire  prevention,  the 
cost  of  fire  suppression  and  the  damage  caused  by  fire.  This  ob- 
jective can  be  reached  by  reducing  to  a minimum  the  following  items 

1.  Number  of  man-caused  fires. 

2.  Per  cent  of  Class  C fires. 

3.  Acres  burned  over. 

4.  Cost  of  primary  control  or  fire  prevention. 

5.  FF  expenditures. 

6 . Tamage . 

To  bring  about  decreases  in  the  foregoing  items,  common 
sense  and  energy  must  be  put  into  the  perfecting  of  a multitude  of 
details  which  in  the  aggregate  determine  the  success  or  failure  of 
any  administrative  officer  in  fire  control  on  the  unit  for  which  he 
is  responsible. 


Minim-'am  Requirements 


The  district  forester  is  responsible  for  bringing  about  the 
accomplishment  of  the  minimum  requirements  listed  under  the  follow- 
ing marginal  headings  from  "Plans”  to  "Signs"  inclusive,  on  all  for 
ests  which  in  his  judgment  have  sufficient  fire  business  to  warrant 
the  preparation  of  a detailed  fire  plan,  fire  atlas  and  the  appli- 
cation of  the  other  minimum  requirements.  Such  forests  Vvill,  for 
convenience,  be  referred  to  as  fire  forests. 

Plans 


Fire  control  will  be  provided  for  in  Vv^o^k  plans  by  the  fol- 
lov/ing  method: 

1.  Ann^aally  the  supervisor  and  his  district  rangers  will 
sit  down  together  with  the  latest  fire  plan  outline  or  list  of 
things  of  importance  to  fire  control,  together  wi  ^h  all  available 
records  and  statistics. 
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2.  Each  indiviiijal  job  '.vill  be  listed  v/hich  needs  to  be  done 
to  bring  fire  control  on  the  forest  up  to  an  acceptable  standard. 


5.  I^ach  job  CO  listed  will  be  placed  in  the  work  plans  in 


such  a r/ay 
be  done . 

Tfiiaz  it  j-  s 

clear  when, 

where,  how, 

and 

by  './horn  it  is  to 

^ . 

Jobs,  other 

■ than  fire, 

having  also 

been 

listed  and  planed 

in  the  work  pla-n  in  the  same  way,  plans  v;iil  be  made  for  aoing  as 
many  fire  and  other  jobs  as  possible  on  each  trip  or  each  day. 


5.  Fire  and  other  jobs  wmll  be  correlated  oy  dovetciiling 
them  together  in  a,ccordance  with  the  best  practice  in  planning  and 
the  established  priorities  of  each  class  of  jobs. 

Form  of  Plans 

The  fire  plan  will  take  the  following  form: 

1.  The  fire  atlas. 

2.  The  plan  aif  action. 

(a)  Tne  permanent  fire  plan  with  arinnoal  and 
emer  gene  y ad  ju s T.me  n t . 

(b)  Letters  of  insT-ruotion. 

The  Fire  Atlas 

The  fire  atlas  is  the  reservoir  of  basic  aata  from  which  the 
plan  of  a-ction  is  drawn.  It  Is  kept  by  the  supervisor  ana  is  sub- 
ject to  constant  addition  and  revision.  It  should  Include  not  only 
maps  and  cumulative  statistical  tables,  but  also  such  a^dditional 
basic  data  as  may  be  pertinent  to  local  conditions.  It  may  contain 
explanations  or  reasons  for  doing  the  things  listed  in  the  fire  plan 

As  a minimum  requirement,  the  atla-s  shoula  contain  the  fol- 
lowing, maps  Deing  made  from  the  best  available  data. 

• Fol^ume  of  Work  Map 

a.  Showing  sta.rting  point  of  fires  separately,  - 
A* *  3,  E*  3,  and  C ’ s. 

b . 1-5  ghtnlng  zone  s . 
c . -Carper  zones. 

d . Incendl arv  zone  s . 

e.  Others  if  neeaed. 

2.  Hazard  I!fe,p 

Show  all  fires  over  ^0  acres  in  actml  area  by  years. 
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3-  Visibility 

Sho’Aing  visibility  of  country  from  lookouts  and 
classifying  visibility  of  the  areas  covered  into: 

a.  Direct 

b.  Indirect 

c.  • Blind. 

U.  Hour  Control 

When  it  will  be  helpf'ol  in  making  and  checking  dis- 
tribution of  firemen. 


Diagram  of  communication  and  transportation  system. 

6.  Statistical  Becord 

a.  S'jinnary  of  individual  fire  reports  (optional 
with  district  forester). 

b.  Cumulative  record  by  jrears  of  data  shown  on  super- 
visors armial  fire  report  on  standard  form. 

c.  Cost  of  fires  by  classes  and  annual  cost  of  fire 
control  on  Dorm  A. 

d.  Analysis  of  man-caused  fires  on  Form  B.  (optional 
with  district  forester). 

- e.  Ten  day  statistical  record  on  Form  C.  (optional 
with  district  forester). 

f.  Ten  day  record  by  classes  and  causes  on  Form  D. 

g.  Detection  record  on  Form  F. 

h.  Elapsed  time  record  summary  sheet  on  form  J. 

i.  Current  annual  record  of  man-caused  fires  and 
law  enforcement  cases. 

Sheets  F to  I inclusive  of  the  elapsed  time  series  are  essen- 
tially work  sheets  which  may  be  used  for  recording  elapsed  time  as 
the  district  forester  may  direct. 

The  Plan  of  Action 

The  perns-nent  plan,  is  the  program  of  attack  and  plan  of  action 
to  be  followed  in  protection  against  and  suppression  of  fires.  Ac- 
cordingly, it  should  contain,  cnly  clear-cut,  concise  statements  free 
from  all  argiznent,  and  be  as  brief  as  possible.  It  should  avoid  gen- 
eral statements,  and  as  far  as  possible,  should  outline  for  each  man 
on  the  forest  exactly  what  his  Job  is  so  far  as  fire  is  concerned, 
and  insofar  as  practicable,  what  he  is  to  do  under  any  set  of  circtmi- 
stances.  In  matters  where  it  is  impracticable  to  lay  down  Just  what 


each  man  is  to  do  'onder  any  set  of  c ircijin stance s,  lists  should  he 
hui It  up  indicating  what  experience  has  shown  to  be  good  or  bad 
practice,  or  check  lists  reminding  officers  of  points  that  might 
be  overlooked.  It  should  be  adjusted  ann^jally  as  to  material  which 
changes  from  year  to  year,  such  as  (l)  lists  of  per  diem  or  coopera- 
tive g’oards  appointed;  iz)  special  temporary  arrangements  for  carry- 
ing out  cooperative  agreements;  (3)  man  power  and  location  of  trail 
CTe\ws  placed  for  fire  duty;  (U)  lists  of  man  power  or  transporta- 
tion equipment  available  for  the  year. 

The  plan  will  be  subject  to  revision  as  the  fire  organiza- 
tion is  improved  or  refined  from  time  to  time  or  as  conditions 
change.  Miach  of  the  material  included  in  the  plan  may  be  in  the 
form  of  tabulations,  maps  and  charts,  as  for  instance,  the  organi- 
zation map,  man  power  available  at  various  places,  transportation 
and  supplie s avai lable , etc. 

Because  of  the  danger  of  Forest  plans  becoming  stereotyped, 
it  is  not  considered  advisable  to  issue  sample  plans  to  the  field, 
and  because  of  the  diversity  of  conditions  on  different  Forests,  a 
sample  plan  is  not  considered  feasible.  Instead,  a list  of  points 
to  be  considered  will  be  issued  by  the  district  forester.  Such  a 
list  is  a compilation  of  elements  to  think  about  and  choose  from 
in  building  a plan,  although  not  all  the  points  will  be  applicable 
to  any  one  Forest. 

The  plan  for  emergency  periods  should  be  included  in  the 
regular  fire  plan,  or  be  added  as  a secondary  part  of  the  plan. 
Usually  the  location  of  additional  men  and  resources  of  equipment 
and  fire  fighters  may  be  shown  by  synbols  on  the  diagrams  and  maps 
and  on  the  organization  chart.  The  danger  of  failing  to  recognize 
v;hat  extreme  fire  years  mean  should  be  goarded  against  carefully. 
Such  seasons  may  be  five,  ten  or  forty  years  apart.  When  they  come, 
all  the  work  of  years  may  be  destroyed  in  a few  weeks.  Such  seasons 
call  for  an  entirely  different  handling  of  fire  control  forces.  All 
sorts  of  measures  which  are  not  ordinarily  used  must  be  called  into 
play  in  such  extreme  seasons.  When  the  emergency  arrives,  there  is 
no  time  to  search  out  and  organize  the  measures  and  resources  which 
might  be  drawn  upon.  Unless  the  responsible  officers  have  studied 
the  problem  and  prepared  in  times  of  ordiriary  or  no  fire  danger, 
the  extreme  season  wull  find  them  unready  to  use  the  resources  they 
have . 


Letters  of  Instruction  will  constitute  a part  of  the  plan. 

The  plan  itself  will  ordinarily  constitute  all  of  the  ranger’s  in- 
structions. Letters  of  instruction  will  ordinarily  be  issued  to 
the  special  protective  force  only.  Written  instructions  plus  neces- 
sary organization  charts  and.  maps  will  ordinarily  constitute  the 
guard' s plan. 
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All  firemen  and  lookouts  will  be  given  written  instructions 
in  accordance  with  the  approved  Mather  Field  report. 

Portable  Phones  and  Field  Work. 

Portable  telephones  v/ill  be  supplied  w’here  necessary,  and 
dispatching  systems  so  arranged  that  district  rangers  may  spend  a 
large  portion  of  their  time  in  the  field  during  the  fire  season 
and  still  keep  in  touch  with  the  fire  situation  by  phone. 

Guard  Training 

At  least  three  days  training  will  be  given  to  all  untrained 
fire  guards.  Subjects  in  which  training  is  given  and  methods  used 
will  be  checked  in  advance  by  the  district  office  to  insure  that 
the  best  ideas  of  the  district  are  taken  advantage  of  on  each  For- 
est . 

Inspection  Outlines  and  Frequency 

To  insure  that  fire  inspection  is  neither  perfunctory  nor 
too  costly,  all  inspections  by  district  ranger,  supervisor  and  dis- 
trict forester  v/ill  follow  an  outline  approved  by  the  district  for- 
ester. Frequency  of  fire  inspections  in  ranger  districts,  Forests 
and  National  Forest  districts  v/ill  be  controlled  by  frequency 
standards  worked  out  for  each  unit  and  approved  by  the  district 
fore  ster . 

Fire  I^ps 

For  all  Forests  where  fire  control  maps  meeting  the  specifi- 
cations adopted  by  the  Mather  Field  fire  conference  are  not  avail- 
able, the  fire  map  program  adopted  at  Mather  Field  will  be  pushed 
aggressively  until  satisfactory  maps  are  secured. 

Analysis  of  Man-Caused  Fires  and  Focus  of  Educational  Work 

Man-caused  fires  for  each  Forest  and  each  district  will  be 
analyzed  and  studied  each  year  by  the  responsible  officers,  the 
ultimate  cause  of  each  class  of  such  fires  determined,  and  the  best 
places  found  to  focus  educational  and  publicity  efforts  for  the  pur- 
pose of  reducing  the  number  of  man-caused  fires.  The  programs  re- 
sulting from  such  analysis  and  study  will  be  aggressively  carried 
out . 

E lap  se d T ime  St andar d s 

Elapsed  time  standards  will  be  established  and  tightened  up 
from  time  to  time  until  standards  are  reached  which  are  considered 
to  be  the  best  that  is  practicable  in  the  administrative  ^jnit  to 
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which  each  standard  is  applied.  A contintial  process  of  inspection, 
analysis  of  variations  from  the  recognized  standard,  commendation 
for  good  work:  and  disciplinary  measures  for  failure  will  he  kept  up 
hy  the  supervisor’s  and  the  district  offices. 

Cooperation 

A pro.gram  for  aggressive  development  oi’  cooperation  will  be 
formulated  for  each  Forest  and  each  National  Forest  district.  The 
program  should  he  'based  on  consideration  of  the  following  elements 
and  should  include  definite  plans  for  any  action  the  need  for  'which 
is  disclosed  hy  . such  consideration. 

1.  Early  each  season  definite  agreement  should  he  entered 
into  with  available  and  com.petent  local  men  w^ho  may  he  needed  for 
fire  fighting.  Men  who  may  he  needed  as  straw/  bosses  and  foremen 
should  "be  given  particular  attention.  It  is  well  to  liave  written 
agreements  with  foremen  and  straw  bosses. 

2.  Nonresident  owners  of  over  l60  acres  of  timber  or  brush 
land  within  or  adjacen-w  to  National  Forests  should  be  induced  to  co- 
operate financially  ei'cher  tiirough  member s'nip  in  an  association  or 
by  cooperative  agreements  directly  with  the  Forest  Service.  Areas 
on  which  private  logging  operations  are  under  way  'may  be  included 

or  omitted  according  to  the  circumstances  in  each  case. 

3.  The  cooperative  protection  should  be  so  handled  that  when 
the  work  is  completed,  cooperators’  expenditures  per  acre  will  not 
be  less  than  the  expenditures  per  acre  of  the  Forest  Service.  V/here 
cooperators  are  not  landovwiers  (municipalities,  agricultural  asso- 
ciations, etc.)  and  t'ne  cooperation  is  solicited  and  given  on  “Che 
grounds  that  additional  protection  is  necessary,  such  fijinds  should 
be  actually  expended  in  giving  that  additional  protection.  When  a 
cooperative  landowner  is  not  sa'bisiied  with  our  standard  of  protec- 
tion and  contributes  additional  funds, .such  additional  funds  over 
and  above  his  pro  rata  share  of  the  cost  of  protection  must  be  ex- 
pended in  the  direct  protection  of  his  lands. 

U.  In  t'ne  case  of  large  lando\’'/ners,  agreements  for  the  pro- 
tection of  their  lands  should  provide  for  the  payment  of  their  pro 
rata  share  of  the  action  1 cost-  ox  primary  protection  and  suppression; 
but  in  the  case  of  small  ov?ners,  and  large  owners  \vho,  after  solici- 
tation, refuse  to  cooperate  on  any  other  basis,  agreements  should 
provide  flat  rates  per  acre,  based  upon  average  protection  and  sup- 
pression costs  for  a reasonable  term  of  years.  Payments  should 
preferably  be  made  in  advance  for  both  classes  of  owners,  although 
it  is  permissible  in  the  case  01  large  ov/ners  to  permit  the  cost  of 
suppression  to  be  met  after  the  close  of  the  season  or  as  expendi- 
tures are  made.  Amounts  not  needed  during  any  fire  season  may  be 
refunded  at  the  close  of  the  season.  Businesslike  statements  should 
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b©  given  cooperators  at  the  close  of  each  season,  presenting  in  a 
suitable  form  an  acccont  of  the  work  which  has  been  done  and  the 
money  which  has  been  expended. 

5.  All  receipts  for  fire  suppression,  whether  based  upon 
actxial  costs  or  flat  rates,  must  be  used  for  that  purpose,  either 
by  direct  payment  or  by  deposit  to  the  credit  of  ?F  or  by  the  use 
of  a corresponding  amount  of  money  from  the  cooperative  fund  for 
the  payment  of  fire  suppression  bills  or  for  other  authorized  uses 
of  FF. 


6.  For  the  purpose  of  determining  the  cost  of  protection  to 
be  provided  on  an  acreage  basis  between  the  Forest  Service  and  co- 
operating private  landov/ners,  the  following  elements  should  be  in- 
cluded: 


a.  The  entire  time  of  short-term  protective  force, 
including  telephone  operators. 

b.  Time  of  remainder  of  forest  force  spent  on  fire 
control,  including  planning  and  organizing  fire 
control . 

c.  Cost  of  travel  and  subsistence  lof  entire  Forest 
force  while  en^ged  in  fire  control. 

d.  All  forage  for  animals  used  primarily  for  fire 
control  and  a portion  of  the  forage  for  entire 
Forest  force,  corresponding  to  the  portion  of 
time  of  these  men  spent  on  fire  control. 

e.  Purchases,  maintenance  and  operation  of  all  motors, 
horses  and  other  equipment  required  for  fire  con- 
trol . 

f.  Construction  of  improvements  to  be  made  during  the 
period  the  rate  v;i  11  obtain,  and  maintenance  of  all 
such  fut'jre  and  existing  improvements  required  for 
fire  control. 

g.  All  fire  suppression  costs. 

7.  • There  is  no  absolute  method  of  determining  the  amount  of 
cooperation  to  be  solicited  from  such  beneficiarie s as  municipali- 
ties, water  users,  and  others  o'-vning  no  lands,  out  v;e  sho'uld  be 
guided,  first,  by  tne  interests  at  stake;  second,  need  for  protec- 
tion; and  last,  but  not  leaso,  by  the  financial  ability  of  the  co- 
operator  . 
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S.  In  order  to  secnre  moral  and  physical  cooperation  from 
residents  and  settlers,  their  interest  in  protection  must  be  aroused 
through  personal  contact  by  rangers  and  other  Forest  officers,  sup- 
plemented by  educational  work  such  a.s  exhibits,  nev/spaper  support, 
etc . 

Fire  Law  Enforcement 


All  Forest  fire  laws  should  be  strictly  and  impartially  en- 
forced by  Forest  officers  on  areas  within  or  adjacent  to  the  National 
Forests.  Each  District  Forester  will  issue  fire  law  enforcement  in- 
structions for  his  District  which  will  insure  that  for  every  man- 
caused  fire  there  shall  bo  a trespass  case  or  that  every  practicaole 
step  has  been  taken  to  discover  and  prosecute  the  person  responsible 
for  the  fire  if  there  has  been  a viola-tion  of  la,w. 

All  cooperating  agencies  should  be  urged  to  enforce  forest 
fire  lav\;s  actively. 

The  responsibility  for  law  enforcement  should  rest  squarely 
on  local  Forest  or.^nisaticns.  District  office  specialists  in  law 
enforcement  should  be  retained  only  as  long  as  necessary  for  train- 
ing of  Forest  officers  and  other  special  work. 

Cordial  cooperative  relations  should  be  established  by  local 
Forest  officers  with  peace  officers  of  county  and  state,  preferably 
tlirough  personal  contact. 

The  United  States  Ucvernment  stands  on  essentially  the  same 
footing  as  a private  citizen  in  Its  legal  ri^ts  to  recover  losses 
through  injui'y  "00  its  property  or  enforced  expenditure  of  its  funds 
for  which  private  parties  are  responsible  under  the  law.  As  cus- 
todian of  Government  property  and  certain  Government  funds,  the  For- 
est Service  has  an  obligation  to  recover  from  any  one  liable  under 
the  law  and  evidence  when  a fire  has  destroyed  National  Forest  re- 
sources or  compelled  the  expenditure  of  National  Forest  appropria- 
tions. 


The  Service  can  not  waive  a portion  of  an  exlstkag  liability. 
If  a person  or  firm  is  liable  to  the  United  States  for  a certain 
ascertained  loss,  he  Is  liable  for  all  of  it.  If  he  is  not  liable 
for  the  acts  occasioning  the  loss,  no  amount  Yv^natever  can  be  legally 
charged  against  him.  The  course  of  the  Service  in  this  lb, t ter  must 
be  predicated  Ui:>on  3-egal  lia-bilit ie s;  and  unaer  its  obliges tion  as 
custodian  of  Government  property  and  funds,  it  is  net  justiiisa  or 
permitted  under  the  law  to  waive  a portion  of  the  liability.  Neither 
Yjould  the  Service  be  justified  or  consistent  with  its  legal  obliga.- 
tion  if  it  vt^aived  a legal  right  to  obtain  settlement  for  damages 
because  of  the  care  or  diligence  of  the  trespasser  in  his  past  re- 
lations with  the  Government  as  regard  fire  prevention.  Such  facts 
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may  not  "be  tsukien  into  account  by  the  Service  in  reaching  adminis- 
trative decisions  as  to  whether  an  attempt  to  recover  damages  shall 
be  made . 

Ihe  max ter  of  negligence  must,  of  course,  be  established  in 
conformity  wi th  legal  precedents  before  the  responsible  officer  de- 
cides that  a trespass  has  been  committed.  We  can  not,  however,  go 
into  the  degree  of  negligence.  Under  the  conir.on  law,  negligence 
ETCLst  be  established  or  the  allegp-tion  of  a trespass  will  not  be  sus- 
tained; but  the  facx  that  a fire  started  by  a certain  individual 
escaped,  is  by  some  state  laws  made  prima  facie  evidence  of  negli- 
gence. This  casts  the  burden  on  the  defendant  of  shov/ing  that  he 
exercised  due  care  in  order  to  escape  being  charged  with  liability. 
The  person  v/ho  built  the  fire  may  have  used  no  care  at  all  or  he 
may  have  employed  a considerable  degree  of  care.  If  the  former,  he 
is,  of  course,  liable;  if  he  can  show  the  latter,  he  avoids  the 
prima  facie  pres'omption  of  negligence  cast  on  him  by  law.  Tne  Ser- 
vice would  be  absolutely  at  sea  and  would  fail  to  carry  out  a con- 
sistent policy  if  it  undertook  to  draw  a line  at  some  degree  of 
negligence.  We  can  not  go  beyond  the  law.  Trespass  cases  should 
not  be  instituted  'where  the  evidence  is  insufficient  to  establish 
negligence  as  that  term  is  used  oy  the  coui’ts.  But  where  the  evi- 
dence does  appear  to  establish  negligence  in  the  legal  sense,  o'or 
only  co'srse  is  to  initiate  trespass  proceeaings. 

The  responsibility  of  employers  for  acts  of  their  employees 
under  differing  conditions  and  circumsxance  s must  oe  viewed  in  the 
light  of  court  definitions.  As  a broad  r'ale  the  act  nrast  be  com- 
mitted in  the  "coiirse  of  employment,’’  as  distincx  from  acts  of  the 
employee  committed  upon  his  ovm  responsibility  and  outside  the  scope 
of  his  employment.  Here  a^in  the  test  must  be  whether  the  evidence 
and  circumstances  of  the  case  bring  it  wi'chin  the  governing  legal 
precedents  as  to  the  re sponsibility  of  the  employer.  The  point 
should  not  be  stretched.  A trespass  case  should  not  be  initiated 
against  an  employer  if  there  is  real  doubt  that  the  employee  was 
ie^lly  the  employer's  agent  at  the  time.  If  a case  comes  within 
the  governing  legal  principles  as  to  employer  ana  employee,  estab- 
lishing the  responsibility  of  the  employer,  trespass  sho'uld  be 
initiated . 

The  primary  basis  of  legal  action  to  enforce  care  with  fire  • 
must  be  criminal  action  against  the  person  w^ho  starts  xhe  fire, 
provided  the  acts  committed  constitute  a criminal  trespass.  Law 
enforcement  in  the  sense  of  ffvift  criminal  action  must  be  the  chief 
means  of  overcoming  criminal  negligence  as  well  as  dealing  with  in- 
cendiarism. But,  wholly  aside  from  the  obligation  of  the  Forest 
Service  to  the  Government,  it  is  essential  that  criminal  prosecru- 
tiens  be  backed  up  by  civil  trespass  proceedings  wherever  liability 
can  be  established.  The  Forest  Service  must  concentrate  its  ef- 
forts upon  diminution  of  fire  losses  and  of  fire  hazards.  The  dlf- 
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fic'alty  of  decreasing  rEan-caused  fires  is  such  that  the  Forest  i5er- 
vice  must  go  in  just  as  strongly  as  its  resources  permit  for  a 
better  protection  force,  criminal  lav;  enforcement,  and  much  voider 
public  education  on  care  with  fire,  and  it  must  maintain  a united 
and  consistent  effort  to  drive  home  the  civil  re sponsibility  for 
fire  damage . 

It  is  not  correct  to  view  the  relationship  of  employers  to 
those  cases  in  terms  of  "guilt"  or  "innocence."  It  is  rather  a 
question  of  legal  liability,  of  a resort  by  the  Government  to  its 
legal  rights  to  recover  losses  both  as  a means  of  recouping  the 
Goverrment  for  what  i t has  lost  or  expended  and  as  a means  of 
creating  the  most  active  and  aggressive  public  sentiment  possible 
in  support  of  the  whole  fire  prevention  effort. 

It  will  be  the  established  policy  of  the  Forest  Service  to 
bring  trespass  action  in  all  cases  against  permittees  who  are  liable 
for  damage  occasioned  by  Forest  fires,  whether  such  fires  occux 
through  the  action  of  their  employees  or  otherwise.  This  rule  can 
not  be  departed  from  on  the  ground  of  a good  record  in  past  per- 
formance or  of  the  slight  degree  of  negligence  in  the  case  at  ha.nd. 
Whenever  there  is  doubt  as  to  whether  the  facts  a.ffcrd  a basis  for 
legal  action,  the  Supervisor  or  District  Forester  should  refer  the 
case  to  the  Assistant  to  the  Solicitor,  to  determine  whether  there 
is  sufficient  ground  to  establish  legal  liability.  Unless  volun- 
tary settlement  is  made  on  the  basis  of  the  damages  estimated  by 
the  Service,  it  must  be  the  rule  to  refer  the  matter  to  the  courts, 
where  the  act'jal  responsibility  of  the  defendant  will  be  estab- 
lished and  the  appropriate  measure  of  damages  determined.  Cases 
should  not  be  brou^t  into  court  or  a voluntary  settlement  requested 
in  the  first  instance,  if  the  evidence  is  insufficient  or  if  there 
is  serious  doubt  as  to  the  legil  liability  of  the  person  against 
whom  the  trespass  would  be  brou^t. 

This  policy  does  not  apply  to  fires  which  escape  from  brush 
burning  on  timber  sale  areas  where  the  purchaser  has  met  the  con- 
tract requirements  and  is  specifically  released  from  liability  by 
the  contract.  Such  fires,  in  fact,  ao  not  constitute  trespass. 

Civil  trespassers  should  be  freely  and  frankly  advised  when 
voluntary  settlement  is  requested,  of  their  rigiit  to  a judicial  de- 
cision ’Without  prejudice  to  their  National  Forest  rights  and  stand- 
ing as  Forest  users. 

Standards  of  Performance  on  Actual  Fires 

Performance  on  act'-ial  fires  as  regards  night  travel,  continu- 
ous travel,  rate  and  methoa  of  construction  of  control  line,  control 
line  patrol,  number  of  men,  follow-up  of  first  man,  leaving  a fire, 
reason  for  large  fires,  and  all  other  elements  of  fire  suppression 
technique  will  be  systematically  inspected  in  accordance  v;ith  a 
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system  developed  by  the  district  forester.  The  district  forester 
will  see  that  the  conclusions  and  reconsrendations  of  such  inspec- 
tions, if  approved,  are  carried  out.  He  will  also  require  that 
steady  progress  be  made  in  the  development  of  standards  on  all  of 
these  points. 

Grazing  and  Fire  Control 

On  each  Forest  the  possibility  of  using  grazing  as  an  aid 
to  fire  control  v^ill  be  studied  from  every  angle  and  appropriate 
steps  taken.  See  Grazing  section  of  Manual  and  Ogden  grazing  con- 
ference report. 

Tools  and  Equipment  in  Readiness 

On  each  fire  control  unit,  tools  and  equipment  used  in  fire 
suppression  will  be  in  the  best  practicable  condition  before  the 
beginning  of  the  fire  season  and  v/iil  be  placed  in  repair  as  early 
as  possible  after  use  on  a fire. 

Emergency  Ration  Packs 

On  fire  Forests,  unless  specifically  exempted  by  the  super- 
visor, each  ranger  and  guard  will  have  packed  and  ready  for  instant 
use  during  the  fire  season  rations  for  three  days  for  one  man, 

Tnese  rations  will  not  only  be  prepared  but  will  be  taken  to  fires 
unless  the  nan  concerned  is  certain  that  food  will  be  provided  by 
other  means. 

Detection  Standards 


Unless  it  is  certain  that  the  best  possible  selection  of 
lookout  peaks  has  been  worked  out  there  will  be  done  on  each  For- 
est each  season  a reasonable  amoiont  of  work  looking  to  the  final 
selection  of  primary  lookout  points. 

Every  primary  lookout  will  be  provided  with  a suitable  fire 
finder.  Compasses  will  not  do. 

Every  primary  lookout  point  will  be  equipped  -with  maps 
mounted  for  use  under  the  fire  finder  and  showing  as  much  of  the 
fire  map  data  as  is  of  help  in  quick  and  accurate  location  of  fires. 

Vv’herever  any  net  gain  can  be  secured  thereby,  detection  will 
be  intensified  by  placing  firemen  on  secondary  lookout  points.  Men 
so  stationed  will  be  called  lockout  firemen.  It  ma^r  take  time  to 
bring  about  such  a relocation  of  firemen,  but  a reasonable  amount 
of  work  on  this  project  will  be  done  each  year  v/here  there  is  any 
opportunity  to  use  lookout  firemen  effectively^ 
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SigQs 


Definite  ann-ual  progress  will  “be  made  on  each  Forest  in  the 
matters  of  old  fire  signs  which  should  come  down  and  plan  wise  post- 
ing of  new  signs.  Standard  practice  should  he  developed  which  will 
prevent  over  spacing  or  under  spacing  of  signs,  posting  in  v\?rong. 
places,  failure  to  use  signs  while  fresh,  and  which  will  procure  .. 
sign  material  and  posting  methods  which  are  known  to  give  the  best 
results. 


SMQZING  IN  RELATION  TO  FIFE  CONTfiOL 

Smoking  at  certain  times  and  places  is  a fire  risk,  ikiong 
lumber  companies  the  practice  of  forbidding  smoking  in  the  woods 
during  the  fire  season  is  growing.  Under  Hegulation  T-l-H,  District 
Foresters  have  authority  to  prohibit  smoking  in  areas  and  at  times 
designated  by  them.  This  applies  to  officers  and  employees  as  well 
as  non-members  of  the  Forest  Service.  It  should  be  used,  when  in 
the  judgment  of  the  District  Forester,  fire  conditions  w^arrant  such 
prohibition  or  when  appropriate  as  a meas-ore  of  cooperation  with 
operating  companies  or  private  land  owners. 

Forest  officers  are  responsible  for  reducing  the  fires  caused 
by  smoking  as  far  as  it  lies  v/ithin  liheir  power,  by  example,  persua- 
sion, or  the  exercise  of  authority.  They  should  adjust  or  limit 
their  personal  habits  in  smoking  with  this  responsibility  clearly 
in  mind, 

CAI.IP  FIFE  PEBMITS 


Camp  fire  permits  are  an  approved  means  of  impressing  the 
habit  of  care  with  fire  and  of  reducing  the  number  of  man  caused 
fires.  District  Foresters  should  take  advantage  of  Eegulation  T-l-S 
to  require  camp  fire  permits  in  those  places  and  during  such  peri- 
ods when  in  their  judgment  it  is  advisable  and  practicable  to  do  so. 


CLOSED  ABEAS 

Under  Hegulation  T-l-I^  district  foresters  have  authority 
to  close  areas  of  especial  hazard  except  to  settl.ers  or  persons 
having  permits.  This  authority -Is  of  pa.rticular  value  in  reducing 
risks  in  timber  sale  areas  or  in  other  places  during  conditions  of 
extreme  danger.  While  this  authority  must  obviously  be  used  with 
great  discretion  it  should  be  taken  advantage  of  witZoout  hesitation 
when  conditions  seem  to  warrant  its  xise . 
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Dispatchers  smd  Field  Work  by  District  Bangers  in  Fire 

Season 


V/hen  proper  organization  for  fire  control  makes  it  necessary 
to  have  a man  continually  at  the  phone  to  receive  reports  and  start 
action  on  fires,  this  service  should  be  performed  by  one  dispatcher 
for  the  entire  Forest,  or  for  several  ranger  districts  which  can  be 
handled  together.  When,  because  of  the  communication  system  or  for 
any  other  reason,  it  is  not  practicable  to  employ  a single  dispatcher 
for  the  entire  Forest  or  any  group  of  ranger  districts,  it  is  ap- 
proved practice  to  employ  an  assistant  to  the  district  ranger  who 
will  act  as  dispatcher  for  the  ranger  district.  In  no  cases  of  this 
character  is  the  district  ranger  Justified  in  acting  as  his  own  dis- 
patcher for  more  than  temporary  periods.  Ihe  district  ranger's  work 
is  in  the  field,  and  his  work  should  be  so  organized  that  he  can 
carry  on  his  protective  and  other  field  duties  throughout  the  season. 
If  there  are  parts  of  a ranger  district  not  equipped  with  telephone 
lines,  it  may  be  inadvisable  for  him  to  go  there,  at  least  during 
the  worst  of  the  fire  season;  but  in  those  parts  of  his  district 
which  are  served  by  telephone  lines  he  can,  by  using  a portable  tele- 
phone, keep  in  daily  touch  with  the  fire  situation  and  can  go  to 
fires  himself  as  may  be  desirable.  This  paragraph  does  not  apply  to 
ranger  districts  where  the  fire  danger  does  not  warrant  a dispatcher 
system,  but  where,  nevertheless,  it  may  be  necessary  during  a fev7 
days  or  a fev/  weeks  of  acute  fire  danger  during  the  year,  to  keep  the 
district  ranger  where  he  can  make  a quick  get-a-way  to  fires. 

Correlation  of  Wage  Scales 

District  foresters  v/ill  see  to  it  that  wage  scales  for  fire 
fighters  and  guards  are  correlated  within  the  district.  They  are 
also  responsible  for  working  out  proper  correlations  between  adjoin- 
ing National  Forest  districts  or  for  putting  the  problem  up  to  the 
Forester  if  it  is  found  that  there  is  some  point  on  which  district 
foresters  can  not  agree. 

• -I^eports 

Carefully  made  reports  on  individual  fires  on  Form  929  are 
the  foundation  of  records  on  which  the  major  strategy  of  fire  con- 
trol must  depend,  Every  report  needs  to  be  care fully  made . Estimate 
of  damage  should  be  made  v/ith  special  care. 

The  annual  report  for  each  district  on  Form  446,  for  the  cal- 
endar year  is  due  to  be  mailed  from  district  headqmrters  by  January 
5.  Each  district  will  make  its  own  arrangements  for  the  form  and 
time  of  getting  reports  from  the  Forests. 

Standard  Classification,  for  Reporting  Causes  of 

In  the  fire  reports  for  the  calendar  year  1928  and  thereafter 
the  causes  of  Forest  fires  are  to  be  classified  and  grouped  as  fol- 
lows: 
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LIGHTiaNG: 


Fires  directly  or  indirectly  caused  Dy 


lightning. 


RAILFOAD  FIRES:  Fires  from  sparks  or  cinders 
of  locomotives  and  construction  engines,  clearing  cf. 
and  ail  other  fires  incic en^a-l  to  opera. t-ivons  'u-,  or  t 
of,  the  right  of  way  cf  an  established  common  carrier 
to  common  carrier  railroads  under  constru.c tion . 


of  all  classes 
rights  of  VvFay 
o ziie  occupancy 
railrcaa,  or 


CAIvIP  FIRES:  Fires  resulting  in  any  manner,  smoking  excepted, 
from  carelessness  of  camr^ers,  and  travelers  through  the  Foiest,  such 
as  stockmen,  prospector  s,  pi c ni  cxer  s,  s^urveyors,  oerry  pickers, 
hunters  and  fishermen,  and  camp  fires  of  woods  workers. 

SI}.iOKEES:  Fires  caused  oy  smokers’  ma-tches  and  by  burning 

tobacco  in  all  forms. 


BRUSH  BURNING:  Fires  caused  by  clearing  lands  for  any  pur- 
pose (other  than  for  rigjats  of  7vay  for  common  can-ier  railrc.ads,  ana 
brush  burning  in  lumbering  operations)  or  oy  ruboish,  gar  cage,  range, 
stubble  or  meadow  burning. 


IITCENDIARY:  Fires  which  to  a reasonable  degree  of  certainty 
are  wilfully  or  maliciously  set  to  burn  National  Forest  ia^nd  or  ad- 
jacent private  land. 


LUlViBERING:  Fires,  excepting  those  set  by  smokers  and  from 

camp  fires  of  woods  workers,  inciaentsl  to  all  lumbering  operations; 
caused  by  sawmill  engines,  donkey  engines,  logging  .railroad  loco- 
motives (.except  on  such  Jogging  x^aiiroads  as  are  conmon  carriers) 
and  -woods  camps;  through  carelessness  of  employees  engaged  as  wood 
choppers,  slash  buiners,  shake  makers,  etc.,  and  by  persons  cutting 
free  use  timber. 


Ml SCELLINEOU S : Fi r e s wh i ch  can  not  be  properly  classified 
under  any  of  the  other  standard  causes.  Bo  not  include  unimo-v.n  fires 
under  tZiis  head;  put  them  under  the  probable  cause. 


Use  of  FF 

Fne  subappropriation  for  fire  fighting,  known  as  FF,  will  be 
used  for  the  payment  of  all  special  expenses  incuurred  in  suppress- 
ing Forest  fires. 


Emergencie  s 

The  decision  as  to  the  existence  cf  e.mergency  physical  condi- 
tions must  be  made  by  the  di  strict  forester  and  tinder  his  direction 
by  the  supervisor.  An  emergency  can  not  be  said  to  exist  unless 
there  is  grave  danger  that  the  available  protective  resources  v/ill 
not  be  able  to  deal  successfully  with  an  existing  or  impenaing  situ- 


ation.  In  deciding  as  to  the  existence  or  approach  of  eirergency 
conditions  the  following  factors  shoald  be  considei’ed  and  current 
conditions  compared  with  normal. 

1.  N-umber  of  fires  biirning. 

2.  N-umber  of  Forest  officers  required  for  overhead  on 

going  fires. 

3.  Occarrence  of  dry  or  near -dry  electrical  storms,  or 

lightning-breeding  weather . 

4 . Re lat ive  humidi ty . 

5 . Tempe  ra  ture  s . 

6.  Winds. 

7.  Precipitation. 

S.  Pryness  of  litter. 

9.  Haze  and  anoke  as  affecting  detection. 

10.  Campers,  berry  pickers,  and  hunters, 

11.  Unforeseen  industrial  activity. 

Suer  gene ;/  Guards 

The  district  foresters  may  authorize  supervisors  to  employ, 
equip,  subsist,  and  transport  emergency  guards  from  the  FF  fund 
when,  in  their  Judgment,  an  emergency  exists  or  is  clear l.y  impend- 
ing. No  FF  should  be  used  for  emergency  guards  in  the  absence  of 
emergency  physical  conditions  present  or  impending  without  the  spe- 
cific approval  of  the  Forester. 

Emergency  guards  should  be  drawn  as  far  as  possible  from 
permittees,  other  ein}ployees,  or  residents  on  and  near  the  Forests. 
As  a part  of  the  regular  prepc-ration  for  the  fire  season  arrange- 
ments should  be  made,  if  possible,  v/ith  permittees  and  residents 
who  will  act  as  ernerge'ncy  guards  when  needed. 

Emergency  guards  should  be  laid  off  promptly  \¥hen  the  emer- 
gency conditions  pass,  but  exceptions  may  be  made  in  remote  or  in- 
accessible regions  when  there  is  a probability  of  a recurrence  of 
emergency  conditions, 

FF  money  may  be  used  to  employ  clerks  to  assist  in  super- 
visors* offices  or  fiscal  agents’  offices  in  order  lo  facilitate 
payment  of  fire  accounts. 

FF  money  may  be  used  to  pay  men  who  must  be  hired  to  replace 
rangers  or  guards  who  are  transferred  from  regular  duties  to  fight 
fires  el sewhe re  . 

Each  di strict  should  determine  from  average  conditions  the 
safe,  reasonable  dates  vfnen  the  protective  forces  should  be  em- 
ployed and  the  average  daties  when  it  can  be  laid  off.  GE  District 
sho'uld  be  set  up  for  this  full  normal  period  of  employment.  In 
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years  when  the  fire  season  opens  earlier  than  average,  or 
closes  later,  than  average,  the  district  forester  icay  author- 
ize the  use  of  FF  to  pay  the  salaries  and  other  expenses 
which  may  be  necessary  to  maintain  ade^^uate  protection,  pro- 
vided he  has  first  cut  other  GE  district  allotments  to  abso- 
lute ly  essential  work  and  applied  the  savings  to  fire  con- 
trol. 

U se_  of  _FF._ on^  Equipment  after  Fires 

FF  may  be  used  to  collect  and  prepare  for  further  use 
tools  and  equipment  which  have  been  employed  on  fires,  pro- 
vided  the  regular  force  is  unable  to  do  this  work,  and  pro- 
vided tha-t  FF  will  not  be  so  used  during  the  period  of  no 
fire  danger,  except  to  complete  the  return  of  tools  to  regu- 
lar places  of  storage,  and  provided  further  that  FF  may  be 
used  for  blacksm.ith  work,  saw  filing,  and  similar  work  after 
the  close  of  the  season  if  the  ranger  lacks  the  skill  or 
equipment  to  do  the  needed  work  in  putting  into  shape  tools 
and  equipment  damaged  on  fires. 

^s^e  .of  _F^  on  Trails 

FF  may  be  used  to  cut  trails  into  fires,  but  no  more 
work  vi^ill  be  done  than  is  strictly  necessary  in  order  to  get 
to  and  from  the  fire.  Trails  damaged  by  fires  may  be  re- 
paired s’uff iciently  to  enable  crews  to  pass  over  them,  but 
FF  must  not  be  used  for  regular  trail  repair. 

Use  of  FF  for  Hire  of  Pack  Animals 

Pack  animals,  in  addition  to  those  used  on  actual  fires 
may  be  hired  from  FF  under  the  same  principle  and  limitations 
which -control  the  employment  of  emergency  guards. 

Use  of  FF  for  Hegular  Guards 

No  member  of  the  regular  force  will  be  paid  from  FF 
while  fighting  fire.  This  precludes  paying  goards  on  an 
hourly  basis  'while  fires  are  burning,  or  paying  special  bonuse 
out  of  FF. 

Use  of  FF  on  Trucks 

Adequate  precautions  should  be  taken  to  guard  against 
charging  any  more  of  the  cost  of  operation,  repair  and  mainte- 
nance of  automobiles,  trucks,  and  boats  to  FF  than  can  be 
identified  as  directly  due  to  fire  suppression  or  fire  emer- 
gency work.  To  put  it  another  way,  the  cost  of  running,  stor- 
ing, or  repairing  such  equipment  (except  equipment  used  ex- 


clusively  on  fire  suppression)  shall  oe  regarded  as  a charge  against 
appropriate  schedules  other  than  I*'F.  I’he  extra  expense  only  on  ac- 
co-ont  of  fire  fighting  or  fire  emergency  work  ma.y  be  charged  to  FF. 

Trave 1 


Travel  expense  to  and  from  fires  imy  be  paid  from  FF  only 
as  outlined  below: 


1,  Inter-ranger  district  travel  by  rangers,  inter-forest 
travel  by  Forest  personnel,  and  inter -National  Forest  district 
travel  by  all  personnel. 

2.  Travel  of  district  office  personnel,  except  the  district 
forester,  assistant  district  forester  in  charge  of  Operation  and 
the  district  fire  chief. 

The  instructions  in  the  two  preceding  paragraphs  do  not  pro- 
hibit making  pa-yment  for  an  automobile  hired  by  a Forest  officer 
who  has  no  car  of  his  own  if  for  any  reason  it  is  desirable  and 
profitable  for  him  to  go  to  a fire  in  a hired  car.  Such  expense  is 
normally  in  excess  of  ordinary  travel  and  it  is  entirely  proper  to 
charge  such  special  transportation  to  the  FF  fund.  However,  when 
the  Forest  officer  goes  to  a fire  in  his  ox^.n  car,  he  is  reimbursed 
on  a mileage  basis  and  rhis  can  not  be  re^vrded  as  anything  but 
regular  travel  and  therefore  can  not  be  charged  to  FF.  When  a For- 
est officer  takes  a crev/  with  him  to  a fire  and  employs  special 
transportation  for  the  men,  the  cost  of  such  special  transporta- 
tion is  a proper  FF  charge. 

Travel  expense  of  personnel  sent  from  one  Forest  or  one  dis- 
trict to  another  for  the  purpose  of  training  in  suppression  methods 
in  technique  can  not  be  paid  from  FF. 

Hauling 

Hauling  of  tools  or  supplies  in  Forest  officers'  cars  may  be 
paid  for  from  FF.  See  instructions  on  page 

Forage.  Supplies  and  Equipment 

Stocks  of  forage,  supplies,  and  equipment  of  all  kirids  must 
not  be  replenished  by  use  of  FF,  except  to  make  replaceiiients  when 
forage,  equipment  or  supplies  which  have  been  purchased  from  special 
funds  such  as  (jE  and  special  schedules  have  been  drawn  upon  for  fire 
fighting,  or  in  the  case  of  fire  equipnent  when  special  authority  is 
given  by  the  Forester.  Tnis,  of  courge,  does  not  prevent  purchase 
of  necessary  and  reasonable  amounts  of  forage,  supplies,  and  equip- 
ment required  for  actual  fires  and  for  emergency  guards,  and  when 
necessary,'  food  for  caches  in  isolated  localities  and  for  emergency 
rations  for  packs  of  firemen  to  be  used  while  absent  from  their 
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stations  on  fire  suppression  travel  and  v/ork.  P-simmer  oalances  laay 
"be  nsed  for  emergency  ra-tions  in  lieu  of  the  suostitutlon  of  such 
"balances  for  FF  previously  paid  out  for  emergency  guards. 

BASIC  STATISTICS  iilTD  FIFE  STuDlt^ 

Fire  research  is  essential  to  the  ccmplete  solution  of  the 
fire  pro’blem.  The  more  promising  lines  at  present  developing  are: 

1.  Analysis  and  interpretation  of  statistical  material  and 
application  of  results  to  general  px’axtice . This  includes  doth 
district  studies  and  those  on  individual  forests.  Such  studies 
develop  fundamental  cause  and  effect  reflations.  The  compilation  and 

• analysis  of  statistics  as  to  results  secured  in  fire  control  dis- 
close controlling  physical  factors  and  those  occ'orring  in  organiza- 
tion and  performance . 

2.  Fundamental  studies  which  may  or  may  not  lead  to  results 
of  immediate  applicability.  This  includes  studies  of  moisture  con- 
tent and  inflammability  of  duff  in  its  relation  to  various  climatic 
factors,  relative  humidity,  rate  of  evaporation,  development  of 
simple  methods  for  measuring  them  and  forecasting  waather  conditions 
as  an  index  to  fire  danger;  and  the  occurrence  and  characteristics 
of  lightning  storms. 

3.  Collection  and  correct,  analysis  of  data  on  fire  damage, 
including  especially  methods  of  obtaining  data,  and  correct  and 
usable  methods  of  appraising  damage.  It  is  of  fundamental  importance 
tha..t  the  nature  and  extent  of  damage  be  thoroughly  -understood  and 
appreciated  if  protection  policy  and  practice  are  to  go  anead  on  a 
sound  basis. 

Progress  in  fire  research  is  dependent  in  part  on  the  "basic 
data  obtained  from- individual  fire  reports.  Such  reports  should  be 
carefully  filled  out  and  preserved  with  this  use  in  mind.  U-nder  no 
circumstances  should  any  individual  fire  report  oe  destroyed. 

By  far  the  greater  part  of  losses  on  accoiunt  of  fire  arid  of 
expenditures  for  fire  fighting  occur  in  connection  with  what  are 
usually  referred  to  as  ’’breaks.’’'  These  occur  when  physical  causes, 
failures  in  prevention  or  in  suppression,  permit  fix-es  to  get  out 
of  hand  and  the  effort  to  control  them  becomes  ineffective  because 
of  the  size  and  difficulty  of  the  suppression  Job.  Studies  of  under- 
lying physical  or  h-uiian  causes  which  lead  to  ’’breaks”  -ai^e  urgently 
needed.  This  problem  is  a challenge  to  every  member  of  the  ^rvlce, 
.and  its  solution  is  particularly  importa,nt  if  fire  control  i s to  be 
made  effective  in  the  . extreme ly  bad  y-ears  which  must  be  expected 
from  time  , to  time..  Administrative  men  are  ordinarily  in  the  "best 
position  to  attack  some  angle  of  this  problem. 
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Cocperatlon  in  Sniorcin^;  State  Fire  Laws 


EEG.  P-1.  ALL  FOREST  OFFICERS  V/ILL  COOPERATE  ^flTK  STATE 
OFFICIALS,  SO  FAR  AS  PRACTICABLE,  TO  E^TFORCE  STATE  LAWS  FOR  THE 
PRE\rEOTION  A^TD  EXTINGUISHl.lENT  OF  FOPEIST  FIRES.  WHEN  AUTHORIZED 
TO  DO  SO  BY  THE.  PROPER  STATE  OFFICERS,  THEY  WILL,  WITHOUT  ADDI- 
TIONAL PAY,  ACT  AS  FIRE  WAJU)E1^^S  WITH  FULL  POWER  TO  ENFORCE  THE 
LOCAL  LAWS, 

Fire  Control  Cooperative  A^eements 

REG.  P-2.  THE  FOREST  SERVICE  SHALL,  WHENEVER  POSSIBLE,  AND 
IS  HEREBY  AUTHORIZED  TO,  ENTER  INTO  SUCH  AGREEMENTS  WITH  PRIVATE 
OWNERS  OF  TLVIBER,  WITH  RAILROADS,  AND  WITH  OTHER  INDUSTRIAL  CON- 
CERNS OPERATING  IN  OR  NEAR  THE  NATIONAL  FORESTS  AS  WILL  RESULT  IN 
ICW-L  BENEFIT  IN  THE  PRF^ENTION  AiND  SUPPRESSION  OF  FOREST  FIRES; 
PROVIDED,  THAT  THE  SERVICE  REQUIRED  OF  EACH  PARTY  BY  SUCH  AGb.EE- 
MENTS  SHALL  BE  IN  PROPORTION  TO  THE  BENEFITS  CONBERBED, 

Im-orovement 


Priority  of  Improveraents  Needed  for  Fire  Control 

In  all  cases,  the  classes  of  improvement  work  which  afford 
security  against  fire  will  be  given  preference  over  other  classes. 
Telephone  lines  needed  for  fire  control  must  be  completed  at  the 
earliest  possible  date.  Lookout  structures,  firemen's  cabins,  and 
pastures  for  the  horses  of  firemen  are  of  next  importance. 

As  urgently  needed  fire  control  improvements  are  completed, 
it  will  be  possi  de  to  devote  a larger  proportion  of  improvement 
money  to  buildings  and  miscellaneous  improvements  needed  at  ranger 
district  headqnarters. 

Allotments  to  districts  will  be  based  on  the  best  information 
as  to  relative  needs,  particularly  needs  for  fire  control  improve- 
ments. 

Improvement  Plans  and  Be cords 

Improvement  plans  will  consist  of  maps  shov/ing  location, 
classification,  and  inter-relation  of  improvement  projects  together 
with  the  Form  URS  record.  The  engineering  road  map  system  includes 
all  the  mps  which  are  necessary  for  road  plans. 

Form- 42S  is  the  basic  record  used  for  improvement  plans,  cost 
of  individual  projects,  history  of  each  project  and  in^rovement  in- 
ventory. There  should  be  a Form  4RS  i’or  each  improvement  project 
including  minor  road  and  trail  projects. 
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It  is  obviously  oeslraole  to  strict  the  rAunber  of  minor  road 
and  trail  projects  a-c  far  as  it  can  be  cione  v;itLo’.it  X'jmpi.ng  on  one 
card  roads  or  trails  whic’r  do  noo  logically  oelor.g  togctxier  from  the 
standpoints  of  t;;^e , and  cost  of  constriction,  character  of  use  and 
cost  of  maintenance . ■ Inlivid-oal  minor  road  and  trad  1 projects 
should  include  all  the  contiguous  mi  lea.ge  of  a system  which  is  nearly 
enough  alike  in  t^-^e,  use  and  cost  cf  maintenance  to  roake  the  suo se- 
quent cost  and  other  records  administra.tive ly  usaole.  very  smadl 
detached  pieces  of  minor  roads  or  trails  which  are  practically 
identical  in  their  essential  characteristics  may  be  combined  on  one 
card  called  "Miscellaneous  Small  Projects"  if  that  seems  adminis- 
tratively desirable. 

A bridge  should  normally  be  carried  as  a part  of  the  road  or 
trail  which  it  serves.  Engineering  reports  carry  no  separate  head- 
ing for.  bridges.  When  a bridge  is  necessarily  carried  as  a separate 
project  on  Foi’m  423  the  annual  report  should  shov;  whether  tne  oridge 
should  be  classified  under*,  roads  or  trails  in  the  engineering  re- 
ports. Form  42'S  for  a minor  road  project  should  contain  as  a part 
of  its  designation  the  project's  number  or  n'^imbers  given  on  Porest 
Hoad  Map  "A", 

The  Form  423  record  divides  naturally  into  the  two  main  di- 
visions: "Proposed  Projects"  axid  "Projects  TUxder  Construction  cr 

Completed."  In  each  dixusion  the  subsidiary  classes  follow  the 
order  given  in  Form  44b  Improvement  Section,  Arin'ual  Statistical  Ee- 
port.  If  desired  by  the  district  forester,  the  record  will  be  in 
duplicate;  one  set  to  be  kept  in  the  district  office  and  the  other 
on  the  Forest.  The  F'orest  cards  are  printed  on  stock  cf  a differ- 
ent shade  to  avoid  confusion  and  possible  errors  in  filing  when  the 
duplicate  card  system  is- maintained . 

When  projects,  other  than  trails  or  roads,  are  abandoned  or 
sold,  relief  must  be  secured  on  Form  3p3  or  Form  217. 

Proposed  Pro..iects  ' 

There  should  be  a card  for  each  project  proposea  for  con- 
struction during  the  period  established  in  the  perinan-ant  improve- 
ment pJan.  In  some  district s- this  is  3 yesrs,  in  others  5.  These 
cards  can,  of  course,  show  only  preliminary  data  and  estimated  cost. 
For  these  cards  on  proposed. pro jects  to  fill  their  real  purpose  as 
a flexible  cumulative  improvement  plan,  they  must  be  used  as  a "live 
record;"  i.e.  as  the  reguia-r  place  to  record  facts  gathered  and  de- 
cisions reached  in  the  coui’se  of  current  work.  When  construction 
actua.iiy  begins  on  a given  project  its  card  should  at  once  be  trans- 
ferred to  the  "completed  or  ■'Jiider  construction"  section. 

Completed  or  Under  Construction 

Entries  on  these  cards  for  roads,  trails,  and  bridge s.  should 
be  posted  from  accounts  records  by  fiscal  years.  When  practically 
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all  accc'onts  are  in  and  all  entries  posted,  and  in  an”  event  net 
later  than  July  Ip  of  each  year,  the  cards  for  roaas^  trails  and 
"bridges  should  be  forwarded  to  the  district  office  by  supervisors. 
Mileage  under  construction  at  the  end  of  the  li  scaJ.  year  should  be 
reported  in  addition  to  nileage  completed  during  the  year. 


Entries  on  Form  42S  for  all  projects  other  than  roads. 
trails  and  bridges  should  be  posted  from  accounts  records  by  cal- 
endar years,  and  all  cards  forwarded  to  the  district  office  not 
later  than  January  20  of  each  year.  As  soon  as  all  new  entries  are 
abstracted  to  the  duplicate  set  in  that  office  the  cards  snould  be 
ret'orned  to  the  Forest.  This  proced-^ore  may  be  reversed  if  desired, 
and  the  full  set  of  cards  in  the  district  office  forwarded  to  the 
respective  Forest  for  posting.  If  the  duplicate  card  system  is  not 
used,  reports  will  be  sec'cred  from  Forests  in  accordance  with  in- 
structions from  the  district  forester. 


Annual  Statistical  Seport 

The  Form  423  record  may  be  \ised  as  the  "basis  for  the  prep- 
aration of  the  improvement  section  of  the  annual  statistical  re- 
port, Form  44b,  in  the  district  office.  Beads,  trails  and  bridges 
will  be  omitted  from  Form  44b  when  the  annna-1  statistical  report  is 
made  to  the  Forester.  Such  projects  will  "be  reported  in  connection 
with  the  engineering  fiscal  year  report. 

Administrative  Bights  of  Way 

Fights  of  way  should  be  secured  from  the  owTners  of  private 
lands  before  constructing  telephone  lines,  roads  or  trails. 

In  all  cases  where  a right  of  way  is  purchased  the  instrument 
of  conveyance  should  be  submitted  to  the  district  forester  for  the 
approval  ox  the  district  assistant  to  the  solicitor.  The  statutory 
req^uirements  relating  to  the  execution  of  such  instruments  vary  in 
the  different  states.  After  approval  by  the  district  assistant  to 
the  solicitor  the  instrument  will  "De  returned  to  the  forest  super- 
visor and  should  be  placed  on  record  in  the  county  wherein  the  land 
affected  is  situated. 


Cooperative  Telephone  Lines 

Cooperation  involving  joint  ownership,  construction  of  main- 
tenance- of  telephone  lines  introduces  a division  of  responsibility 
which  may  affect  communication  and  maintenance,  as  well  as  future 
growth  and  extensions.  S’uch  cooperation  will  not  "oe  entered  into 
except  in  unusual  instances,  and  then  only  with  the  specific  approv- 
al of  the  district  forester. 


When  IwelllngB  Ka-y  be  Gonstr'-ioted 

Only  where  there  is  an  nnaenlacle  need  for  then  and  when  it 
is  impracticable  for  the  officer  to  rent,  his  own  living  quarters 
will  houses  be  constructed  a.t  Government  e:qpense  on  either  Govern- 
ment or  leased  land. 


Lease  of  Land  or  Buildings  for  I>-velling  Purposes 

The  lease  of  dwellings  solely  for  the  personal  needs  of  a 
Forest  officer  is  const'rued  as  granting  additional  compensation  and 
will  not  be  done.  If  for  strictly  official  reasons  it  is  necessary 
to  station  an  employee  at  a point  v;here  it  is  impracticable  for  him 
to  rent  his  ovvn  quarters,  a d\7elling  na-y  be  leased  by  the  Service 
or  land  my  be  leased  ana  a dwelling  constructed  at  Service  expense. 
If  tne  Service  is  aole  to  rent  a dwelling,  the  presumption  is  that 
it  is  possible  for  the  employee  to  rent  the  same  dwelling.  Land 
should  not  be  leased  for  construction  of  a dwelling  unless  the  period 
of  use  will  be  long  enough  to  Justify  xhe  investment. 

Since  the  Department  is  not  perraitted  to  incur  obligations 
for  a period  oeyond  the  limit  of  the  appropriation  act,  which  is 
nearly  ahmys  the  fiscal  year,  land  must  not  be  leased  for  any  pur- 
pose requiring  the  construction  of  buildings  which  can  not  be  moved 
either  intact  or  by  tajhing  them  down  and  putting  them  up  again  else- 
where . 


Purchase  or  Acceptance  of  Gifts  of  Land  for 
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Until  further  legislation  is  secured  no  land  i3y  be  pun  chased 
for  erection  of  buildings.  A deed  of  gift,  however,  may  be  accepted 
for  a consideration  of  SI  tr  imake  tne  transactioio  legal;  out  no 
buildings  should  be  erected,  on  donated  land  uirtil  after  the  deed  has 
been  approved  by  the  Attorney  General.  Within  the  boundaries  of 
National  Forests  it  may  be  possible  to  acquire  lands  needed  for  ad- 
ministrative purposes  by  exchanging  land  or  timber  therefor  under  the 
prcvi sions  of  the  General  Exchange  Act. 


Offices.  Garages  and  Earns 

District  rangers  will  be  provideu  with  offices  when  necessary. 
Such  offices  should  be  apart  from  their  dwellings  when  practicaole. 


Office  space  in  dwelliiigs  owned  or 
will  be  rented  at  Government  expense  wnere 
elusive ly  for  the  transaction  cf  official 


rented  by 
tne  space 
busine  ss. 


forest  rangers 
is  used  ex- 


Where  the  u.se  of  horses  or  a car  is  regarded  by  the  superior 
officer  .as  essential  to  the  work  to  De  acne,  Darns  or  ^rages  may  be 
provided  at  Government  expense.  Policies  and  procedure  under  this 
general  rule  will  be  determined  oy  the  district  forester. 


Minor  Roads  and  Trails 


See  mimeographed  circular  "Instr'uctions  for  Minor  Road  work" 
and  hand  book  "Trail  Construction  on  the  National  Forest." 

Lookouts 


All  improvements  intended  for  shelter  of  lookout  men  or  to 
increase  the  scope  of  view  of  lookout  men,  will  be  constructed  at 
the  point  from  which  the  most  effective  view  of  the  surrounding  coun~ 
try  will  be  afforded. 

Standard  glass-ribbed  houses  13  feet  by  13  feet,  having  the 
glass  area  identical  to  that  of  the  Li  strict  6 standard  lookout  house 
or  id  feet  by  l4  feet  in  size  Vvuth  a.  proportional  increase  of  glass 
area  with  no  increase  in  corner  obstructions,  set  upon  foundations 
of  appropriate  heiglit  up  to  35  feet  will  be  built  on  all  lookout 
points  w'here  a higher  observauO''y  is  not  essential  to  the  securing  of 
the  maximum  range  of  view.  It  will  be  the  policy  to  require  look- 
outs to  live  in  such  houses  rather  than  in  ^saarters  on  the  ground. 

Where  higher  observatories  are  required,  tcv;ers  with  enclosed 
glass-ribbed  tops  should  be  provided. 

Living  quarters  to  be  used  in  connection  with  towers  will  be 
constructed  as  near  the  base  of  the  tower  as  physical  conditions 
will  permit. 

Building  Limits 


Until  Congress  authorizes  otherwise,  no  building  riDay  be 
erected  at  a cost  of  more  than  $1,000. 

In  an  opinion  dated  June  10,  I9IS,  the  solicitor  held  as  fol- 
lows: "Where  you  utilize  the  labor  of  regularly  eEiployed  Forest  of- 

ficers in  circumstances  such  that  they  have  no  other  official  work 
to  perform  and  would  be  idle  except  for  such  emploj-ment , you  do  not 
incur  any  expense  in  so  doing  or  make  any  expenditure  from  your  ap- 
propriation, but  on  the  c'^ntrary,  you  affect  a saving  and  give  the 
Government  a better  b\ii.lding  than  it  would  otherwise  be  a-ble  to  ob- 
tain. I think,  therefore,  you  are  rndouotedly  correct  in  not  taking 
the  value  of  such  labor  into  account  in  determining  the  cost  of  the 
building. " 

Fxcept  as  indicated  oy  the  Solicitor  all  time  of  year-long 
and  seasonal  employees  on  bovh  the  statutory  and  miscellaneous  I'olls 
will  be  charged  againsx  the  building  limit.  Forest  officers  re- 
sponsible for  the  use  of  ccnr-rl  bi'.ted  time  put  on  ouildings  and  not 
charged  against  the  building  limit  should  be  prepared  to  certify 
that  the  use  of  such  contributed  time  meets  the  conditions  laid  down 


- 133  - 


in  the  Solicitor's  opinion  and  also  that  the  employee  v/ould  have 
been  retained  in  a pay  status  even  li  not  employed  on  the  building. 

The  control  of  contributed  time  in  accordance  with  the  foregoing  is 
equally  important  to  compliance  with  the  Fiscal  Eegulations,  and  is 
a specific  and  important  responsibility  of  Forest  Supervisors. 

The  words  "would  be  idle  except  for  such  employment"  used  by 
the  Solicitor  mean  that  the  man  would  be  idJe  so  far  as  the  essen- 
tial work  for  which  he  is  employed  is  concerned.  A lookout  is  idle 
in  this  sense  during  the  short  interval  between  his  examinations  of 
his  country  for  smoke  and  in  these  intervals  c^n  be  employed  on  a 
building  without  including  his  time  in  the  cost  of  the  structure  so 
far  as  the  building  limit  is  concerned , A fire  guard  is  idle  in 
this  sense  when  because  of  a rain  there  is  temporarily  no  fire  danger 
but  a recurrence  of  fire  danger  is  reasonably  to  be  expected  and  the 
guard  must  be  retained  but  can  not  be  employed  at  administrative  v/ork. 
A district  ranger  is  idle  in  this  sense  when  during  the  winter  he  is 
unable  to  do  administrative  work  because  of  seasonal  conditions,  and 
if  not  employed  on  a building  would  fill  in  his  time  with  care  of 
equipment,  study  of  manuals  or  other  w'ork  which  can  either  be  omitted 
vvithout  disadvantage  to  his  field  season  work  or  which  can  be  com- 
pleted during  the  winter  period  in  addition  to  such  contributed  time 
as  he  may  put  on  a building. 

In  controlling  the  cost  of  a building  with  reference  to  the 
building  limit  the  following  items  will  be  included  as  a part  of  the 
cost  of  the  building: 

1.  All  plijmbing  fixtures,  such  as  sinks,  bath  tubs,  toilets, 
hot  and  cold  water  tanks,  and  piping,  actually  installed  in  the 
buildings. 

2.  A lateral  from  a main  pipe -line  or  a pipe  running  direct 
from  a spring  or  storage  tank  in  cases  v/here  the  building  served  is 
the  only  one  existing  or  contemplatea. 

3.  A rain-water  cistern,  including  eaves-troughs  which  col- 
lect water  from  the  roof  of  a house  for  use  in  the  house  only  or 
primari ly . 

4.  Connections  with  sewage  disposal  plants  including  interior 
pl-umbing  and  drain-pipes  running  to  a cess  pool  or  septic  tank. 

The  following  items  will  not  be  charged  as  a part  of  the  cost 
of  a building: 

1.  Wells  and  other  sources  of  supply;  windmills,  gas  engines, 
and  other  power  plants;  storage  tanks,  and  reservoirs,  and  main  pipe 
lines  actually  serving  or  capable  of  serving  several  improvements, 
such  as  house,  barn,  office,  bunkhouse,  corral,  and  garden. 
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Z,  Sewa.ge  disposal  plani-s;  cess  pools,  septic  tanks,  and 
distributing  t^les. 

It  will  be  noted  that  the  ixain  pipe  line  of  a water  system 
capable  of  serving  more  than  one  bni icing  cr  for  stock  troughs, 
Irrigation  of  gar-dcn  and  lawn,  etc.,  is  not  chargear^le  to  any  bui  ld~ 
ing.  Orf’inarily  it  will  suffice  to  extend  the  v/o.ter  HDain  to  a cen- 
tral point  v/lthin  the  site,  v/ith  provision  for  future  distribution 
to  other  points  of  use. 

Pur cha s e . C omp le t i. on . and  Moving  of  Improvements  Alread;/  Constructed 

Buildings  already  constructed  may  be  purchased  provided  the 
cost  does  not  exceed  $1,000  and  buildings  constructed  under  lower 
limits  moi-y  be  completed  or  added  to  up  to  a limit  of  $1,000..  Until 
farther  legislative  authority  is  secured,  other  improvements  already 
constructed  such  as  teluphone  lines,  fences,  etc.,  can  not  be  pur- 
chased . 


When  a building  is  wrecked  and  reconstructed  on  another  loca- 
tion the  cost  of  wrecking,  moving  and  reconstruction  need  not  be 
couinted  agavinst  the  building  limitation.  The  material  or  labor  used 
tc  repla.ce  parts  of  the  building  destroyed  in  wrecking  must , however, 
be  co-unted  against  the  building  limit.  Labor  or  material  used  to 
ma.ke  the  building  barter  in  any  vv'ay  than  it  originally  v/as  must  be 
counted  against  the  building  limit. 

V/hen  a Government-ov/ned  building  is  moved  without  wrecking, 
the  cost  of  moving  does  not  need  to  be  co'onted  against  the  bui  Iding 
limit . 

The  Porest  Service  Blaze 

The  Forest  Service  blaze  is  used  to  mark  permanent  trails 
constructed  or  taken  over  for  maintenance  by  the  Forest  Service. 

It  should  never  be  used  for  markj.ng  any  temporary  trail  or  location 
and  should  not  be  used  on  periranert  trails  except  when  because  of 
the  open  character  of  the  ti.nber,  the  absence  of  excavation  or  the 
lack  of  any  other,  means  of  identiiicatlcn,  the  travelex-  will  be  left 
in  doubt  as  to  the  route  to  oe  foiiovi/ed.  For  further  ins-oructions 
see  the  handbook  f Trail  Construction  on  the  National  Forests'’  pages 
46  to  49.  . 

Signs 

For  instructions  see  the  mimeographed  circular  "Instructions 
for  Minor  Road  Work",  and  che  handbook  "Trail  Construction  on  the 
Natiorial  Forests. 


AccGsslbllity  of 


THE 


EEG.  A-S^-IN  GS3SfER-4L,  THE  P.AI'ERS  ON  FILE  IN  THE  OFFICES  0‘F 
FOHEST  SERVICE  EELATING  TO  THE  THANSACTION  05'  iLA;TI0Ni4l>  FOREST 


BUSINESS  ARE  PUBLIC  RECORDS,  AND  AS  SUCH  ARE  OPEN  TO  THE  PUBLIC. 
INFORMATION  SHOULD  NOT  BE  REFUSED  TO  PERSONS  I’THOSE  INTEPJEST  IS 
LSGITmuiE:  REG O^.MENDAT IONS  ON  MATTERS  PENDING  SHOULD  NOT  BE  MADE 
PUBLIC  . EQUAL  OPPORTUNITIES  FOR  INFOmiATION  MUST  BE  GIVEN  TO  ALL 
PERSONS  HAVING  AN  INTEREST  IN  ANY  TRANSACTION.  IN  CONR’OIB^IT^:'  WITH 
TEE  PRACTICE,  AND  AT  THE  REQUEST  OF  THE  DEPARTMENT  OF  THE  INTEIiJOR, 
ALL  REPORTS'  ON  PUBLIC-IAJ®  CLAIMS  WILL  BE  TREATED  AS  CONFIDENTIAL 


AND  MAY  BE  EXimmO  C1D:,Y  by  DULY  AUTHORIZED  OFFICERS  AND  EMPLOYERS 
OF  DIE  G0VER1L\?ENT.  REPORTS  ON  JUFE  11  AI^PLI CATIONS  AND  PERSOPGIEL 
REPORTS  ARE  CONFIDENTIAL,  AND  MAY  BE  EFAIMINSD  ONLY  BY  DULY  AUUIOR- 
IZFD  OFFTCERS  OF  THE  ^COVERN'AENT . UNDER  NO  C I RCLTM STANCES  WILL  IN- 
QUIRERS BE  PERMITTED  TO  TAKE  PAPERS  FROM  THE  FILES  OUTSIDE  OF  THE 
BUILDING. 


As  a part  of  tlie  Government,  the  Forest  Service  must  do  busi- 
ness in  the  open,  knowledge  in  regard  to  its  business  transactions, 
especially  its  purchases  and  its  sales  of  timber,  can  not  be  refused 
to  citisens  a,s  in  business  transactions  between  two ’private  firms. 

In  timbe\'  sales,  negotiations  with  e.pplicants  may  be  regarded  as 
confidential , since  they  will  be  follovv^ed  by  public  a,dvertivsement 
and  the  issuance  of  a.  sample  contract  giving  equa-lity  of  opportuiiity 
to  ail  persons  concerned.  Execiited  contracts  iiay  be  inspected  in 
supervisors'  or  district  offices  by  those  who  desire  to  do  so,  al- 
thoiigh  it  should  be  explained  to  persons  making  such  requests  that 
the  E'orest  Service  prefers  to  have  s\ich  inspections  made  only  after 
the  consent  of  the  purchaser  has  been  cbtavined,  or  better  still,  to 
have  the  information  secui-ed  from  the  purchaser.  Inforn^tion  in 
regard  to  the  amount  of  deposits  to  the  credit  of  a purchaser  will 
not  ordinarily  be  furnished,  hovjever,  since  the  giving  of  such  in- 
formant ion  my  be  prejudicial  to  the  Government's  interests.  Ths^ 
same  general  policy  should  be  followed  with  regard  to  timber  cut  in 
connection  with  exchanges..  Data  on  the  financial  standing  and  repju- 
tation  of  a purchaser  will  ai.ways  be  kept  confidential. 

. S^3vere  legal  penalties  are  imposed  for  unauthorised  use  or 
removal  of  official  records. 

^q_SOCIi^IONS.OF‘'  I7ATT0NLL  FOREST  I^ERMXTTEES 


REG.  A^9.  PERMITTEES  WHO  DTE  A NATIONAL  FOREST  OR  PORTION 
THEREOF  FOR  LIKE  PURPOSES  ANjI  DESIRE  TO  COOPERATE  WITH' .THE  FOREST 
SERVICE  IN  THE  SYSTEMATIC  BSTTKRP/jSNT  OF  CONDITIONS  AND  5ACILITIES 
CONTROLLING  THEIR  USE  OF  THE  NitTIONAL  FOREST  LANDS  xMAY  DO  SO  BY 
ORG_ANIZING  THEMSELVES  INTO  ASSOCIATIONS,  IN  WHICH  ALL  PERMITTEES 
OF  LIKE  CHAHRACTER  WITHIN  THE  AREA  ARE  ELIGIBLE  TO  MEMBERSHIP,  AND 
REOl^STING  OFFICIAL  RECOGNITION  BY  THE  FOREST  SERVICE.  THE  REQUEST 
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SHOUI.D  3E  ADDHESSEE  TC  TEE  F0P.E3T  SUFSHVISC5  .1^-10  WILL  ACT  Oil^J^ILL 
LIVESTOCK  ASSOvOIATION  REQUESTS  AUL  REEVE  .AJ.L  GTRER3  TO  TTIE  I- STRICT 
FORESTER.  TO  SECURE  SUCH  RECOG-NITTOlM  THE  i*-SSOCIATIO]:I  IvE^ST 
THAT  ITS  ME'KBFESHIP  lUCLUDSS  A IC.JORITY  CE  ALL  PERSONS  KOLLIKG  PER- 
MITS FOR  LIKE  PURPOSES  WITHIN  THE  AREA.  IN70L7EL,  AND  •HUT  ALT  ADVIS- 
ORY COIvOIITTES  has  EEEl'T  APPOINTED  WHOSE  AiGREEiOEN'TS  ON  BFHAjAF  OF  THE 
ASSOCIATION  SHALL  EE  FINDTNC  UPON  ALL  iCSvIBERS  THEREOF.  I?  THE 
ASvSOCIATION  IS  RECOGNIZED  3Y  THE  FOREST  SUPERVISOR  OR  DISTRICT  FOR- 
ESTER ITS  jYDVISORY  committee  SHAl-L  3E  ENTITLED  TO  RECEIT'E  NOTICE  OF 
PROPOSED  ACTION  A1H3  HAIUj  AN  CPrORTUDIITY  TO  3S  FIEiOPJ)  EY  THE  LOCAL 
FOF.EST  OFFICER  IN  REFERENCE  TO  AIFf  PROPOSED  CHANGES  LIKEL*'^  TO  lEA- 
TERIAILY  AFFECT  THE  USE  OR  INTEREST  IN  THE  FOFEST  OP  PORTION  THEBE- 
OF  ENJOYED  3Y  MFGRER S OF  THE  ASSOCIATION. 

UPON  REQUEST  FF:OM  AI'IC’  WIEH  THE  .APPROVAL  OF  AN  OFFICIALLY 
RECOGNIZED  ADVISORY  COMMITTEE  THE  DISTRICT  lOIESTER  MAY  ESTAHLIoH 
SPECIAL  BUIES  TO  PRE'ISNT  DAMAGE  TO  TEE  TOREST  LAjyDS  AND  TO  REGULATE 
THEIR  USE  AND  OCCUPANCY  AND  PROMOTE  OEEIE  LEVELOPIHNT  AND  IMPROVE- 
MENT FOR  THE  PlRPOSES  AND  IN  THE  WAYS  FOR  WHICH  PERMITS  ARE  ISSiED 
TO  •\1EMLERS  OF  THE  ASSOCIATION,  AND  THE  RULES  THUS  ESTAHLISH^  SHALL 
IE  FINDING  UPON  AND  OBSERVED  BY  ALL  ISRIIITTFES  USING  THE  DESCRIBED 
FOREST  LANDS  FOR  LIKE  FJRPOSES, 


UPON  REQUEST  FROM  AND  WITH  THE  APPROVAL  OF  A MAJORITY  OF  THE 
MFT:3ERS  of  tee  association,  the  DISTRICT  FORESTER  MAY  aUTHCRIZE  THE 
OPERATION,  BY  THE  ASSOCIATION,  OF  SERVICES  OR  UTILITIES  OF  GENERA 
CHARAC'IER  iiND  BENEFIT  WHICH  PROMOTE  THE  BETTER  USE  ./\N0  ENJOYT.IENT  OF 
the:  forest  LATDS  BY  THE  PERMITTEES,  /HID  THE  COLLECTION  FROM  EAiCII 
PERMITTEE  THUS  BENEFITTED  OF  FEES  OR  CHARGES  WHICH  SHALL  IJSPRFSENT 
SAID  PERMITTEE’S  5AIR  SHARE  IN  THE  COST  OF  SUCH  WORK  INCLUDING  THE 
EXPENSES  INCIDENT  TO  ITS  MANAGEMENT  aND  SUPERVISION,  AND  FAILURE  OF 
ANY  PEEMITISE  TO  PAY  SUCH  FEES  OR  CHARGES  SHALL  BE  A BREACH  OF  TEE 
TERMS  OF  HIS  PERMIT. 


APrE.AIS 


REG.  A-IO.  AN  APPEAL  FIAT  BE  TANEN  FROM  SibVf  ADMINISTRATIVE 
ACTION  OR  DECISION  By  FILCNG  WITH  THE  OFFICER  WHO  RENDERED  TIFE  DE- 
CISION, A WRITTEN  REQUEST  FCR  EEC; CN3I DERATION  THEREOF,  OR  NOTICE 
OF  AFTEAL.  DECISIONS  OF  FOREST  OFFTCERS  SHALL  3E  FINAL  UlU-ESS  AP- 
PEAL IS  TAIHIN  IHEREFROM  WI‘:CHIN  A REASONABLE  TIME.  THE  DECISION  AP- 
PEA.IED  FROM  SHALT.  BE  RE’HhWED  BY  THE  I!!MEDTATE  SUPERIOR  OF  THE  OF- 
FICER BY  WHOM  THE  DECISION  WAS  RENDERED;  THAT  IS,  IN  THE  FCLLCWING 
ORDER:  SUPERVISOR,  DISTRICT  FCRESTEP,  FORESTER,  SECRETARY  OE  AGRI- 

CULTTJRE . 


UNLESS  THE  WRITTEN  NOTICE  CF  APPEALS  CONTAINS  Alo  ACCEPTABLE 
REASON  FOR  .ALLOWING  A LONGER  TIMS  FOR  THE  PREPARATION  OF  THE  CASF, 
THE  AFFELIANT  SHALL  FILE  IMMEDIATELY  A STATUffiNT  OR  BRIEF  SETTING 
FORTH  IN  DETAIL  THE  RESPECTS  IN  WHICH  THE  ACTION  OR  BECI3IGN  FROM 
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vVHICH  APPEAL  IS  TAEEN  IS  COETPAPY  TO  OP  IN  CONFLICT  WITH  THE  LAW, 

THE  PEGULATIOHS  OF  ’THE  SS0FEL4PY,  OP  THE  DETEPMIHED  FACTS.  UPON 
PECSIrT  OF  SUCH  STATElvIENT  OP  BPIFF  OFFIGEP  FROM  WHOSE  ACTION  OR 
DECISION  the:  appeal  is  IIADE  SHALL  PPEPIES  A STATEMENT  OR  BRIEF  RE- 
VIEWING THE  CASE  AND  PRESENTING  THE  FACTS  AND  CONSIDERATIONS  UPON 
WHICH  HIS  AXTICN  OR  DECISION  IS  BASED.  THE  TWO  STATEI\5ENTS  OR  BRIEFS. . 
TOMCTHER  WITH  ALL  PAPERS  COMPRISING  TEE  RECORD  IN  THE  CASE  SHALL 
THEN  BE  TR^IN EMITTED  TO  THE  OFFICER  TO  WHOM  THE  APPEAL  IS  RIADE  WHO 
WILL  THEREUPON  REYIEl?  THE.  CASE  AND  ADVISE  BOTH  THE  A^PPELLANT  AND 
THE  SUBORDINATTE  OFFICER  OF  HIS  DECISION, 

IN  NO  CASE  WILL  AN  ATTCRNHIY  BE  RECOGNIZED  IN  PERSONNEL 
MATTERS. 


Ins tr^jict ions  and  Procedure 
Recnest  for  Consideration 

Any  person  adversely  affected  by  the  administrative  action 
or  decision  of  a forest  supervisor  iia-y  secure  reconsideration  of 
snch  action  or  d^^cision  by  filing  with  the  supervisor,  within  10 
da-ys  of  receipt  of  notification  thereof,  a formal  request  for  such 
reconsideration  s\:ppleraented  by  mn^terial  new  evidence  bearing  upon 
the  case.  In  such  event  the  supervisor  will  examine  the  record 
carefully  and  if  evidence  upon  material  points  is  lacking  will 
notify  the  appellant  of  the  deficiency,  advising  him  that  he  will 
be  given  10  da-ys  additional  time  in  which  to  suomit  the  mnlssing 
evidence.  The  supervisor  m.ay  extend  the  limit  for  submission  of 
missing  evidence  if  the  conditions  warrant. 

Within  10  days  from  trie  date  of  the  filing  of  the  completed 
record  the  supervisor  will  prepare  a formal  decision,  discussing 
each  point  of  the  appellant' s statement,  and  stating  clearly  the 
regulations  and  reasons  upon  v/hich  his  decision  is  based.  Hiis 
will  be  forwarded  by  registered  mail  to  the  appellant. 

Appeals  to  the  District  Forester 

If  a.  request  for  reconsideration  of  an  action  or  decision 
is  rejected  by  the  supervisor,  or  if  the  supervisor's  final  decision 
is  adverse,  the  appellant  may  appeal  to  the  district  forester  by  fil- 
ing wri  t ten  notice  with  the  rarest  supervisor  withi.n  10  days  from 
the  receipt  of  the  regi stered  notification. 

In  an  appeal  before  the  district  forester,  Xihe  appellant  and 
the  forest  supervis'^T  may  each  file  an  argument  or  brref  reviewing 
the  previous  decisions  and  the  evidence  in  the  case.  Ns'w  evidence 
will  not  be  admitted  unless  the  appellant's  request  for  the  con- 
sideration of  nevvT  evidence  had  been  rejected  by  the  supervisor,  in 
which  event  the  new  evidence  may  be  submitted  to  the  district  for- 
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ester,  and,  if  material,  will  ce  c'msidered  by  him. 


VI  sor 


V?hen  an  appeal  is  taken  t^.  the  district  forester,  the  super- 
will  forwa.rd  the  complete  record  :In  the  case  to  him  for  his 


consiiera  tion 
review  it  and 
terel  mai 1 to 


When  this  is  received,  the  district  forester  will 
prepare  a decision,  which  will  then  be  sent  by  regis- 
the  appellant,  and  a copy  trananltted  to  the  super - 


vi sor . 


‘fhe  supervisor's  decision  will  not  be  reversed  unless  it  is 
shown  to  be  unwarranted  by  the  facts,  the  regulations,  instructions, 
or  the  law^.  Vvhen  there  is  a variation  in  the  statements  of  the 
supervisor  and  the  appellant,  but  the  preponderance  of  the  evidence 
shoYtfS  the  supervisor  to  be  justified  in  his  exticn,  he  will  be  sus- 
ta-ined. 


Within  10  days  from  the  receipt  of  the  district  forester's 
decision,  an  appeal  to  the  Forester  may  be  filed  with  the  district 
forester . 


Appeals  to  the  Fore  st.er 

Where  a case  is  a>ppealed  to  the  Forester  the  appellant  may 
file  one  additional  statement,  reviewing  the  previous  aecisions  and 
presenting  the  argument.  Wlie  district  forester  'will  also  file  a 
statement.  These  two  briefs,  together  with  all  papers  in  the  case, 
will  be  presented  to  the  Forester,  and  upon  them  his  decision  will 
De  rendered. 


Appg>als  to  Secretary  of  Agriculuire 


A-ppeals  may  also  be  taken  to  the  Secretary  of  Agriculture 
from  adverse  decisions  of  the  Forester.  Any  party  availing  himself 
of  this  privilege  nrrst,  within  3^  days  from  the  time  he  receives 


notice  of  the  Forester's  decision, 


file  v/ith  the  Forester  his  peti- 


tion for  review  oy  the  Secretary  of  Agriculture,  Upon  receipt  of 
the  petition  the  Forester  v;ill  submit  all  the  papers  to  the  Secre- 


tary. 


Field  Investigation 


A field  investigation  of  an  appeal  case  may  be  ordered  by 
the  district  forester,  the  Forester,  or  the  Secretary  of  Agricul- 
ture, The  field  examiner  will  su-bini  t a report,  which  v/ill  be  con- 
sidered at  the  time  the  decision  is  rendered. 

Examination  of  Recordg 

Copies  of  a-nswers  or  -reports  will  be  furnished  the  appellant 
in  the  discretion  of  the  deciding  o.^ficer.  The  appellant  or  his 
authorized  agent  may  inspect  the  record  of  the  case  in  the  office  of 
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t'lP  supervisor,  discrjct  f^irester,  .Forester,  op  Secretary  of  Agricul- 
ture, tut  will  not  be  allov.'ed  to  remove  any  papers.  Statements  of 
witnesi’.es  which,  have  been  3ub„..itced  ca:.mot  be  regarded  as  confiden- 
tial if  they  are  considered  as  testimony.  Tne  appellant  should  be 
given  full  knowledge  of  the  material  faxts  contained  in  such  state- 
ments, and  of  the  identity  of  the  witnesses.  Statements  suuaitted 
in  confidence  and  which  must  be  treated  as  confidential  cannot  oe 
used  as  the  basis  for  a decision. 

COMPLAINTS 

Letters  of  complaint,  criticism  or  inquiry  do  not  necessarily 
constitute  appeals  nor  are  they  necessarily  subject  to  the  appeals 
procedure.  An  appeal  can  only  De  taken  oy  a party  directly  affected 
by  the  administrative  action  or  decision  in  question.  However,  it 
is  distinctly  to  the  interest  of  the  Forest  Service  to  promptly  cor- 
rect any  condi si  on 'vhlch  Justifies  public  complaint  or  dissatisfac- 
tion, consecuently  ail  compl.aints  siiould  be  co-’orteously  acknowledged 
and  carefully  considered.  If,  however,  a coc^laint  is  deficient  in 
clear-cut  specific  citations  of  fact  or  is  libelous  or  sc-orrilous  in 
charciCter  the  complainant  should  be  advised  that  it  vwill  oe  necessary 
to  lurnrsh  detailed  evidence,  preferably  in  affidavit  form,  oefore 
action  is  taken  on  hts  :"epre sentations. 

The  details  of  the  complaint,  .^hen  received,  v/ill  be  checked 
against  the  recorded  instruct icxis  and  records  and  if  it  is  found  that 
the  action  complained  of  is  in  accord  with  prevailing  instructions 
the  matter  will  oe  closed  by  a letter  advising  the  complainant  to 
that  effect.  If  the  action  complained  of  apparently  is  not  in  accord 
with  the  sstablished  instructions,  such  investigation  will  be  made 
as  may  be  necessary  to  determine  tne  true  facts  and  the  administra- 
tive action  which  they  Justify.  No  action  by  a forest  officer  will 
be  reversed  or  condeimed  yvi.th''ut  a full  determination  of  all  the 
facts,  encept  where  it  is  clearly  in  conflict  with  instructions  and 
prc.wpt  action  is  necessary  to  prevent  im-rdship  ro  a forest  user. 

Complaints  involving  the  personal  or  official  conduct  of  for- 
est officers  v/hich  cannot  be  checked  against  records  or  instructions 
should  oe  investigated  at  the  earliest  opportunity,  even  though  made 
by  persons  not  wiaclly  responsible.  In  some  cases  they  contribute  a 
grave  injustice  to  an  honest  and  capable  officer  who  is  entitled  to 
the  vindication  that  will  result  from  a srjarchtng  and  impartial  in- 
vf=  stigation;  ‘^n  others,  a grave  menace  to  the  good  reputation  of  the 
Service.  In  either  event  it  is  better  to  clear  them  up  oy  a thorough- 
going investij^ation  than  to  encourage  their  persistence  through  an 
effort  to  disregard  them. 

An  inve stigation  of  a complaint  is  best  accomplished  by  in- 
dividual effort  on  the  par^  of  the  investigavcr  in  interv-i e'wing  per- 
sons having  a knowledge  of  the  faces;  in  reviewing  records;  and  in 
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personally  visiting  and  examining  the  areas  which  are  in  controversy 
or  abont  which  specific  assertions  have  been  made.  Public  hearings 
of  personal  grievances  or  complaints  should  be  avoided  as  they  rarely 
result  in  the  complete  disclosure  of  all  the  facts  and  often  resolve 
themselves  into  quasi- judicial  proceedings  without  the  safeguards  and 
procedure  essential  to  the  equitable  workings  of  a judicial  organiza- 
tion, thus  frequently  defeating  rather  than  promoting  the  purpose  of 
the  investig^^tion . Upon  the  other  hand,  free  and  open  discussion  in 
public  meetings  of  Forest  questions,  problems,  and  decisions  involving 
matters  of  real  public  interest,  such  as  road  matters  and  the  like, 
are  usually  helpful  and  should  be  encouraged. 
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